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ii MODULE C: PREFACE

This courseware is one in a series prepared by CCl Learning Solutions Inc. for use by students and instructors in courses on
computer software applications. CCl designed these materials to assist students and instructors in making the learning
process both effective and enjoyable.

CCI Learning Solutions Inc. would like to acknowledge the contributions of the instructors and consultants who have
worked with CCI Learning Solutions Inc. for their participation in the development of this courseware. We ledge the
financial support of the Government of Canada through the Book Publishing Industry Developm for our
publishing activities.

anuals and
in more detail
ion at the time of

In providing this courseware for the use of students and instructors, CCl does not intend to r
other documentation supplied by the software manufacturer. The manufacturer’s docum
than this courseware, and the material CCI provides is based on interpretation of
publication. It is therefore subject to change.

Coursaware Developer & Managing Editor Publishing,M anag
Sue Wong Kelly Heg

Technical Editor, Cover Design reader

Bob Garnett i0

, Or transmitted, in any form or by any means,
ion of CCl Learning Solutions Inc.

No portion of this document may be reproduced, stored i
electronic, mechanical, or otherwise, without the prior

The information in this courseware is distribut ' basis, without warranty. While every precaution has been
taken in the preparation of this courseware, nel r CCl Learning Solutions Inc. shall have any liability to any
person or entity with respect to any liabi e caused or aleged to be caused directly or indirectly by the
instructions contained in this coursew; uter software and hardware products described therein.

Any other brand name or product menti in this publication is a trademark or registered trademark of their respective
companies and are used for id only.

CCI Learning Solutiol Copyright 2002, 2003, 2004 CCI Learning Solutions Inc.

United Stat ISBN: 1-55332-071-9
All rights reserved.

Printed in Canada.

The exercises in this courseware require you to use the data files provided for the book.

> The data files can be downloaded from http://www.ccilearning.com/data. Complete instructions on
how to download the files are located on page viii.
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Approved by Certiport

We are pleased to announce that our courseware has been approved for the IC3 Certification. This book fulfills
the basic requirements for the Living Online IC? exam; please refer to the 1C2 Courseware Mapping at the back
of our book to see where the features are covered. What this means is that after completing the exercises in this
book, the user could be prepared to take the Living Online IC3 exam for the Internet and Computing Core
Certification Program. Passing these exams demonstrates a level of proficiency to employers
The exams are available through participating 1Q test centers.

INTERNET AND

COMPUTING CORE

CERTIFICATION

2005 Standard

IC3 ... What Is It?

IC3, or the Internet and Computing Core Certification progr
providing proof to theworld that you are:

training and certification program

= Equipped with the needed computer skillsto excel in a

® Capable of using a broad range of computer tec
systems, applications and the internet.

= Ready for what the work employers, colleg iv want to throw your way.

= Positioned to advance your career thr additi computer certifications such as CompTIA’s A+, and
other desktop application exams.

basic hardware and software, to operating

IC3 ... Why Do You

Employers, Colleges and Universiti
computers. So, more than
employment and high cat

derstand that exposure to computers does not equal understanding
puter and Internet skills are being considered prerequisites for

This is Whe s!

for the knowledge and skills required to be a functional user of computer
rks, and the Internet. It does this through three exams:

the three IC3exams, you have initiated yoursef into today’s digital world. You have also given
a globally accepted and vaidated credentia that provides the proof employers or higher education
tutions need.

o learn more about IC3, visit www.certiport.com/ic3

To find atesting center near you, visit www.certiport.com/iQcenterLocator

CE RTi PORT
About Certiport:

Certiport, Inc. istheleading provider of global, performance-based certification programs and services designed
to enable individual success and lifetime advancement through certification. For more information about
Certiport’ s offerings, visit www.certiport.com

Note: Certiport is aregistered trademark of Certiport, Inc. in the United States and other countries.
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Courseware Conventions

The following conventions are used throughout the courseware:
= |talic characters represent terms.
= Bold characters represent menu options, menu choices or toolbar buttons.

= Theword “type’ meansto type: the indicated text
= Thetext setin this typeface indicates text to be typed, for example the save asfile
=  Theword “press’ meansto press the specified (Key).

=  |ngtructions for exercises are in numbered steps.

= Theinstructions throughout this courseware assume that you will be

Exercise text meant to be typed is typeset in this font. The
used to indicate pressing the key for the end of a p
line.q

ol () is
o leave a blank

Using the Book

Course Length: This book contains information
program, with a number of exercises designed so. t

objectives in the certification
phasize and reinforce concepts. It
ested timings have been provided with

each lesson as a guide; this will vary dependi ize of your class, the experience or skill level,
and the number of tools you may have avai ic topics.

plication module has an accompanying step by
s. The exercises take users through each step of the

step exercise to demonstrate how
' e screen captures to show the progress.

process to accomplish the task

This book provides a vagi
method to complete tha

> learn each featur
productively. Alter

depending on ti

omplete a task. Whenever you see this symbol, it shows another
onal information you need to know about the feature or step. As you
‘e are hints or tips you can use to accomplish the task faster or more
ould be a warning or an extra point about the feature that may occur,
g on the computer.

Sets

a variety of exercises to teach a concept. These exercises are set up in the

ercise

Hands on, step by step exercises that guide students through procedures and commands.
They are presented immediately following a topic explanation and provide basic
instructions on the most productive method of using a feature.

@ Practice Exercise

Hands on, step by step guided exercises presented after an exercise. These exercises provide
extra practice and reinforcement or may present an alternative method of completing a task.
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Courseware Setup

s S e R S SRR s A R T PR S

This courseware was developed using specific software and hardware configurations. In order to
complete this courseware, you will require the following minimum requirements:

Hardware Requirements
= 500 MHz or higher (1.2 GHz or higher recommended)

= 128 Mb RAM or higher (256 Mb or higher recommended)
= 300 Mb or higher free space on the hard drive

= Mouse or other compatible pointing device
= 101 enhanced keyboard
= Printer (user must have access rights to print documents)

> In order to fully recognize some of the components that make up a & , it is preferable to have

access to these actual components, wherever possible.
Software Requirements

= Microsoft Windows XP Professional SP2

= Microsoft Outlook Express 6.00.2900 or \

= Microsoft Internet Explorer 6.0.2900 o

> If you are using a lower version of , YOu may not have the same screens or options as noted

in this courseware. The SP2 ver 0 P has more and enhanced security features and as such,
will limit or restrict some of the fe S ussed in this courseware for living online.
The objectives outlined i hi be achieved by properly using the material and exercisesin

this courseware, and se attention to your instructor. You should not hesitate to ask
questions if you hav orking through the material.

A computer can f a variety of components, some of which are either not discussed in
ourseware. The objectives in the |C? program are designed to provide you
with the tal knowledge for working with computers and achieve a digital literacy
ore information about other computers or types of computers not discussed in this

speak to your instructor for additional resources you can access.

Express and Internet Explorer are have more features than can be mastered in a single course.
are presents a tremendous amount of material in a ssimple, easy-to-learn format and was
to teach digital literacy skillsfor living online. Y ou should read ahead during the course; you
Id also reread regularly. This will increase your retention of important concepts and skills, and
| help you cope with the size and power of these programs as you continue to learn.

This courseware assumes and requires that you have a good working knowledge of the PC and
Windows, as well as how to use a mouse and keyboard.

The explanations in this courseware are based on the default settings established during the
installation of the Microsoft Windows XP SP2 program. Your computer (or the computers in the
classroom lab) may be configured differently. If so, please check with your instructor, or consult the
Microsoft Windows User Guide or the Microsoft web site to change the setup.

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



Working With the Data Files

e s e e e e e e K e e P e S T e R e e e e e g

The exercises in this courseware require you to use the data files provided for the book. In order to
maximize the usage of these data files, it is recommended that you reserve a minimum of 50Mb of
space on your hard drive (or network, as applicable).

Follow these steps to download the Student Files from the CCl web site:

1
2

Y ou can reinstall and use the work files as many times a

>

LIVING ONLINE 1118-1

Navigate to http://www.ccilearning.com/data
Select the |C3 M odule C Student Files 1118-1-student-data.exe file from the i

the Download button. ‘

Click Open in the File Download dialog box.
In the Winzip Self-Extractor dialog box that appears, use the Bro to specify the
Windows Desktop as the location to unzip the file and click Un

. Click

The IC3 Mod C Files folder, containing the required Stu files, has now been
downloaded to your desktop.

me of development. The courseware
ay occur as a result of the customer or
us software is current with the latest virus

All student data files have been checked for vir
developer is not responsible for any virus in
distribution channel manipulation. Please e
pattern to prevent new viruses from infecti

© CCI LEARNING SOLUTIONS INC.



for Digital Literacy

&

Unit 1: Getting Connect

This unit will introduce you to some of the common terminology
and tasks associated with going “online”. You will begin with a
look at what networks are, how they can connect you to others
either in the office or off-site, and how to use e-mail to
communicate.

Lesson Topic
1 Networking Fundamentals
2 Looking at the Internet
3 Understanding E-mail Fundamentals
4 Using Microsoft Outlook Express

\4

&
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2
Le

sson 1: Networ

MR R

USING THE INTERNET

king Fundamentals

e e - S G T e e g e R = T

Objectives Suggested Timing: 1 Hour

In this lesson you will look at what a network is and how it relates to “living onling”. On successful completion,
you will be familiar with the following concepts:

= What anetwork is = What's required to connect to a network
= Network standards = Advantages and disadvantages of bei onnected

= Different types of networks to a network

What is a Network?

iC

1.1.1
1.1.2

ether for the
uters in ahome,

A network in simple terms exists whenever two or more computers ar
purpose of sharing resources and information. A network can be as
or aslarge as a company that has branches around the world.

Living online refers to the process of being able to connect:to the and find information
whenever it is needed. The Internet is a “living” network of résources where you can communicate
with others online to find new, updated, or archival inform.

Resources

Resource

Local Area Network

‘ User

ine, you can access the many resources, as well as communicate with other users
e Internet.

genario is the local area network (LAN). Many companies or organizations have an internal
er network that allows users to access internal company resources and to communicate with
r employees. The LAN istypically also connected to the Internet.

omputers that connect to a network can be any type of computer from a mainframe to a PC or an
Apple desktop or notebook to a PDA or cell phone. Each computer could be configured with a
different operating system as well. There are no restrictions other than having the network software
understand the protocol or rules and language needed to recognize the computer type and its operating
system. For simplicity purpose in this courseware, we use the PC as our model for how a computer
connects to a network. This model will reflect the standard guidelines for connecting any computer to
anetwork, regardless of the type of computer it is; the differences will lie in the technology required to
match the protocol needed to connect to a network such as notebook or desktop model, PC or Apple or
mainframe, cable or wireless, etc.

LIVING ONLINE 1118-1 © CCI LEARNING SOLUTIONS INC.



USING THE INTERNET 3

Where the Personal Computer Fits

hiC’

1.1.2

iC’

1.1.2

The personal computer (PC) is the most commonly used tool to connect to a network. Before dealing
with networking, consider how the PC communicates with the outside world. The PC is shown
schematically here:

The microprocessor chip is the “brains’ of the PC. It
Mi v J— communicates with the other components (like the
pr;cr:ssnr (Rﬂf)w fc"—sﬁ‘1 memory o th_e disk) of the PC vi interna
B connecting device called a“bus’.
The Bus To communicate with extern
printers and scanners, the
card. Most PCs will have arnt ty “dots’
Interface Interface where you can plug inté [
Card Card what types of extern '
,J—. ,Jﬁ interface cards hav
/ the back of your co
External External | If you w. nect your PC to a network, you
Device Device | need an | d appropriate for the type of

et it le, and appropriate software.

n
Networking Standards
When you interconnect two or more comp at can communicate and share resources, you

have established a network.

oke at the same time, in different languages, and

Imagine attending a meeting wh
i ign! For meetings to be effective, they need to adhere to

about different subjects — con
an agreed-upon protocol or set o

Therearea tocel s governing how information will flow between computers on a network. These
arecalled ocols which will determine:

= the omputer indicates it needs to send information over the network

sending computer must address (label) the information so it goes to the correct

= w the ving computer checks that the information was received correctly
Ihation computer

lication level protocols determine how a program on one computer communicates with a program
another computer. An example of this is the browser program on your computer “talking” to the
web program on the web server computer. They will “talk” using the hypertext transfer protocol

(http).

The basic concepts of networking are not very difficult to understand. The networking standards that
have evolved since the introduction of the PC have made networking easier and more affordable.

There are a number of different ways that networks can be set up and configured that go beyond the
scope of this courseware. The most common types of networks are discussed here.

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



1.1.1
1.1.3

1.1.3

USING THE INTERNET

Peer-to-Peer Networks

Peer-to-peer networks are inexpensive and easy to put together. They are ideal for home and small
office networks. The network is called peer-to-peer because all computers have equal authority — no
single computer controls the network.

Any computer can share its resources (e.g., hard

User A UserB UserC drive, printers, etc.) with other computers on the
network. For example, computer C canideclare its
[ ] ‘ ] | | — high speed color printer as a shared :
= =t T T [— when computer A wants to print ent, the
(=2 (=3 (= high speed color printer will @ppear i

Printer

available printers almost connected
directly to computer A.

/ME operating
. Windows NT (or
onnect computers.

The peer-to-peer protocols were included starting with the Microsof
systems. There are also several proprietary peer-to-peer network sy
higher) has a network component built in that uses more complex prot

Client-Server Networks
Client-Server networks are typical for larger networ uter
dedicated to controlling network traffic and managing C

i f

, caled the network server, is

PN

of network provides better performance

User A User B urity than a peer-to-peer network because
[ ] [ ] Senver H"l e server controls who can access what resources

E and when. It is also considered a central server as
(=, (=9 : " all files used by the company may be stored here

Printer for an employee to access from anywhere in the
world. The server is called a network node.

For instance, the above di i example of a simple client-server network. Assume one user is
in the Accounting dv he other is in the Warehouse. With the appropriate access to the

server, both user individual reports on the printer located at the back of the office on
the second fl also access a vacation request form designed for all employees stored on
the server.

tware that both of these departments use is also installed on the server; however,
may have access to all the modules of the accounting program whereas the
may only have access to the Inventory module. The Disk object in the diagram might
a.backup device that performs a daily backup of all the company data, regardiess of which

lar server network software systems include:
Unix

Novell Netware

= Microsoft Windows Server

The server can essentially be a mainframe, minicomputer, Unix workstation or very powerful PC; it
must also have the server software installed, with the users clearly identified and access rights set up.

LIVING ONLINE 1118-1 © CCI LEARNING SOLUTIONS INC.



USING THE INTERNET 5

The client computer can be any type of computer that has a network card and appropriate software to
connect to recognize the server. Many larger companies have a mixture of PCs and Macintosh
computers connected to their network; all users share the information from the same server even
though the protocol to connect that computer to the server may differ. The sales people may also use
notebooks with wireless network cards and be able to retrieve e-mail even though they are making
customer visits outside of the office.

LANs and WANs
E What is the difference between a local area network (LAN) and a wide area netw

)? The

same networking concepts discussed previously apply to both LANs and WANSs. Ehe differ iesin
112 who is responsible for the cabling.

A company or organization can do the network cabling within its own bui t allowed to

install cabling that will cross a public street. That is the responsibilj authorities —

usually the local telephone company.

Aslong as a network stays within a building it is referred to as.a LAN: etwork crosses a public
street and makes use of publicly-supplied cabling for part of t work, 1t is referred to as a WAN.
The following diagram shows two computers in different nnected in a network to form a
simple WAN.

Building A Building B

Public Road e

W‘nal network devices. These will be discussed shortly.
o] AN is connected to another computer or LAN in another city, or even another

“cloud”:

The public network, or cloud, will consist of many nodes.

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



6 USING THE INTERNET

Connecting to a Network

There are standard network devices that facilitate putting a network together. Even the cabling comes
E in standard lengths complete with appropriate connectors. So putting a network together is almost like
connecting a number of “boxes” together. Which options, devices, or software you use depends on the
1.1.3 needs and requirements for the network. The following information and diagrams discuss how a
computer can be connected to a network that is within close distance to each other such as an office or
home. Y ou can also connect to a network via a modem such as connecting to the Internet from your
home computer or from your Pocket PC.

Connection/Cabling Options

r from a
the network
ore people are
the more popular

There is a variety of connection or cabling options available to access i
network. Newer connection types allow the data to be transferred between
to flow much faster; with the costs of these connection types droppin
choosing to either set up or switch to a faster connection met
connection options include:

Coaxial Thisisawire with a center wire surrounded insul atl d then a grounded
cover of braided wire to minimize electric frequency interference. This
cable type used to be the main type of mpany networks or television
transmission, with most company n i thernet specificationsin their
network configuration.

Fiber Optics A fiber optic cable is made bu glass or plastic fibers (threads) to transmit
data. This option is gener tharycoaxial cable asit has a much larger
bandwidth for transmi ata much less susceptible to interference that
occurs with metal

Broadband  Thistypeof d isasingle wire that can handle multiple paths or
channels. Th hannels are essentially from one connection to another. For
example,he conn at the back of your computer is one end of a path and the

is d of that path; each computer in the company hasits own

netw!
chan ork. Having a broadband connection allows afaster transmission
ork can then handle multiple channels at one time.
Wireless quickly becoming the connection option of choice asit does not require any
C be set in your home or office. There currently are three types of connections

ilable for a specific use: cell phone, home, and office. In order to be connected in a
reless environment, each computer must have a network card with awireless
interface and an access point. Wireless devices work with radio frequencies for data
transmission.

Thiswireless option works with infrared light waves in order to transmit data. Some
newer devices such as printers have an infrared device installed which then allows
you to print adocument to that printer provided you have an infrared wireless
network card installed on your notebook. The one downside to using infrared is that
the amount of distance between the two devicesisless than using a wireless device
that works with radio frequencies.

The Network Interface Card (NIC)

The PC talks to the external world via interface cards. To connect to a network, the PC must have a
network interface card (NIC). Each NIC has a unique number or address and will have a connector
(visible at the rear of the computer) that is appropriate for the type of cabling chosen.

LIVING ONLINE 1118-1 © CCI LEARNING SOLUTIONS INC.



USING THE INTERNET 7

Network cards come in avariety of styles and models that are appropriate for the computer type being
connected to the network.

Wireless PC NIC

=[!I| :

Internal PC NIC

Wireless Apple Notebook NIC

Cell Phone NIC

Wireless PDA NIC

\%

The Hub
Hubs are ect’ PCs together to
form a lagram at the right

shows a

(connector) hub for a HUB

L {
the NIC in each PC connects ) il HHHHH“HH

t on the hub. A cable from the hub ]
be required to connect to the ]

ork. Hubs are relatively inexpensive to

purchase and instal. The main
disadvantage of a hub is that all users =

4 2 0w

connected to a hub share equal maximum
transfer speed. For example, if the
bandwidth (speed) of the network
connection is 100 Megabits per second
(Mbps), each user in this diagram would
have a maximum connection speed of 25
Mbps.

Each port shares a
portion of total
Bandwidth

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



8 USING THE INTERNET

Network Segments

If a network has two (or more) network interface cards, each card is considered a segment. For
example, if acompany occupies more than three floorsin a building, a segment may be set up for each
department regardless of their location, for everyone on a particular floor, or the type of data that is
processed on that floor. Segments allow network traffic to flow faster, depending on which devices are
used to manage the amount of requests at the network.

Accounting segment
The Bridge |: @ |I|||
A bridge is used to connect these network segments — = }
to handle network requests. Bridges do not analyze T
or re-route messages which makes receiving the
information faster_. !—Iowever_, a_brldge .WI||. not re- Bridge Dispatch segment
route or re-transmit information if anything is wrong
with the connection at either end, until it has received “—] “—.” ||—”
the first transmission completely. (= == C=2

The Router

Routers work similar to bridges except they ex
pass it on the appropriate segment(s) only. For i
it reaches the network server, the router wi he message and route it to the appropriate
recipients, if valid on the network. By the en, if"'messages are sent externally viathe Internet,
the router will check to ensure the i ion dressed correctly when leaving the server and
forward it to the appropriate server to m message.

ination address of the information and
amessage is received externally, when

Company LAN

H W e |
(= (=2 —L Public
Network

ﬂr& routers but as noted, they will not check the information coming in; the
ing i

d be sent to everyone on the network, not just specific recipients.

ireless router to your network, be sure to set up the encryption (password) security
unauthorized access from external sources using your connection to go online to the

SWITCH

U

witch

itch works similar to a hub except that each user
connected to the switch has access to the full
bandwidth. For instance, if the bandwidth was
100Mbits, every user on the switch would have a
connection speed to the network of 100Mbits.
Switches can also be used to join network segments.

O O0on

Each port uses the
total Bandwidth
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Benefits of Networking

hC

1.1.4

The Firewall

The firewall can be a physical device or specialized software installed to prevent any unauthorized
external access into any network that is connected to the Internet. The firewall is designed to check
any messages that travel through the network and ensure it matches the specified security requirements
(criteria) set up by the company. If the message does not meet those security requirements, it is then
blocked from entering or exiting the network. This can be especially useful against any viruses

attached to a message.

Server

Firewall

Internet
TCRAP

External
Yigitor

]| C] |
S )

Employes Workstations

alled on a computer dedicated
software may be installed with

The diagram here shows an example of firewall software
for that purpose. Depending on the network configurati
the router or on individual computers (home comput

Networking does not make the individual ‘wo Xfaster or more powerful! The benefits of
networking fall into two main categori unication and sharing of resources.

Communicating

If you want to send infor on a stand-al one PC to someone €else, you would have to put
the information on a hen you would have to physically carry or mail the disk to the
other person. By con network can send the information electronically.

iong

Another advant works for communicating is that a message can be stored on the
the recipient isn't available at the time the message is sent. This is
you need to communicate with a person in another time zone and don’t know
connect to the Internet to retrieve their messages. This is much more cost

rospective deal in Europe as you would like to report on it in the Sales Mesting next
rning. You can send a message to the sales person in Europe requesting an update by
they can send you a response within the next two days. This is less costly and time
Ing than determining the appropriate time frame to call Europe and trying to reach the sales
n directly.

Many communication software programs contain a feature that allows users to instantly message
someone else without having to use the electronic mail (e-mail) portion of the communication
software. When using messages, you often do not get a response to the message until the recipient
replies. Instant messaging allows for “real time interaction”, similar to having a conversation with
someone in front of you. Provided all users are connected to the same network, multiple users can
participate in the same conversation. This can be very advantageous when several users need to
discuss the status of a project and each user is at a different location. There are some limitations of
using instant messaging but these can be minor issues for being able to communicate with each other
inreal time.
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Sharing Devices

Some devices like a high speed color printer or an al-in-one printer can be expensive to set up on
every PC, especially if individual users will only need it occasionally. Networking allows such devices
to be shared; this can be a cost savings to the company as they don’t need to buy a device for every
system as well as saving time for technical support or maintenance.

Connecting devices that need to be shared by multiple users via the network allows the network
administrator to perform updates or troubleshoot problems from the server location. If further action is
required, technical support can then move to the location where the actual equipment resi

Sharing Information

When people work together, they need access to common information: one PC
environment, the information has to be duplicated on every computer i on leads to
unnecessary work, potential errors and conflicts of version, i.e., whi the latest valid

version? In any network environment, files or folders on any disk c be shared by that

user. Other users can then access that information (provided the user on their PC).

ed to as a workgroup. This term is
ts although any group of users
eir files to a common network.
ho need information stored on the
ates, etc. As acentral areafor required
and which users can use those files.
from users on the network.

Whenever a group of people want to share information, it isr
generally used for a group of users who need to share busi
who need to share information for a workgroup will t
This common network then becomes a centralized
network, e.g., business documents, software appli
resources, the server has control over whic
This can assist to manage the files and nu

A common network can be extremel | to network administrator for setting up rights or
performing maintenance for the workgr instance, a workgroup can consist of al the sales and
marketing staff who need access to'the.c t management database stored on the server. They aso
want access to the accounting ey can input or check orders and run daily sales reports.
Instead of having to set this up o computer for all the sales and marketing staff, the network
administrator can set up a p with these staff member names and then assign rights to the
appropriate software enever one of these members logs in, they have the same rights as
everyone else i a new employee is added to the Sales department, the network
administrator
automatic e access rights as any other sales member.

Using D d Servers

ated server isacomputer that provides a specialized service. Because the server is dedicated to
service, they can do the job better and faster than a general purpose PC. Such servers
e more expensive than regular PCs but this may be due to the specifications required to
le the task, e.g., very large hard drive, backup drive included, etc. The biggest advantage of
icating a server for a specific purpose is that it allows anyone with proper access to this server to
enter, view, manipulate, or print the information on this server.

Network A client-server LAN uses a hetwork server to control network traffic and security. The
server manages the network and is referred to as the network node. Depending on the
size of acompany, the network server may also perform the same tasks and contain the
same information as afile or database server.

File A high speed, high capacity hard drive. The server is usually equipped with back-up
facilities. File servers are used for the company’ s common information or sensitive
information that needs to be backed up regularly, e.g., designs for products, daily
correspondence, etc.
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Disadvantages of Networking

1.1.5

1.1.6

Web A dedicated PC that stores information in web format. Users on the network can access
the information using a browser. Web servers are commonly used in company intranets
which we will discussin more detail |ater.

Mail When a network has a high volume of internal and external electronic mail, a mail server
isuse to manage it. This can aso be the centralized location for organizing each
member’ s messages.

Database Generally used in complex database applications where many network users would need
to access the data at the same time. An example of this type of server wo o handle
all the accounting data or a customer database.

Just as there are many advantages to setting up a network, there are also
include:

., some which

Dependency

A big disadvantage is that the organization’s activities d
Should the network fail, the users lose access to i
electronically. This can seriously affect the organiz
from your local drive, but if all the company’s i
cost of downtime may be more expensiveto t

network to be up and running.
the ability to communicate
instances you may be able to work
stored and shared from the server, the

Expensive

Networks are expensive to install the network is complex and has many users, there
will be the additional need and exp ploying a network administrator. Another consideration
for setting up a network is in [ saster and recovery” plan, not just for theft or security
breach, but also power outages or hardware failure. A company may decide to install several

types of hard drive for the the server will continue to work if one of the hard drivesfails.
Alternatively, the d made to purchase two network servers and dedicate one as a
a'‘network server should always be discussed with the network administrator

“backup” to thefi as the main server and the second as a dedicated database server for
the customer base:
Setting up
or aco h ializesin networks prior to making any decisions. There will be times when it
0
ng

may be fective to purchase a very large computer to be used as a network server versus
p ' powerful computers and dedicate them to specific functions.

Risk

ork could also represent a potential security risk for the organization as it contains organization
rmation that may be sensitive or commercially valuable. This information can now, in principle,
e accessed by any computer connected to the network by a person with ill-intent like a disgruntled
employee or a hacker. A number of resources are available to restrict and prevent unauthorized access
to the server and these should be purchased and set up on your server. However, there is no way of
being able to absolutely protect your computer from any damage or harm from internal or external
sources.

Some steps a network administrator can take to minimize potential damage to the network include:

= Ensure every person who wants to log into the server hasavalid loginid, and it is set up according
to the company’ s standards such as first name and first initial of last name or vice versa. Set up the
options so that each user login id must be unique.

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



12

LIVING ONLINE 1118-1

USING THE INTERNET

Ensure every person who wants to log into the server has a valid password. Set up the password
options so that the user is forced to change their password at a set interval (every 2 months) and
that the password must be unique.

When setting up a new person, ensure that the name and information about the user is entered
correctly into the administration options. Set up the password so that it must be changed the first
time the user 1ogs onto the network.

certain programsthat is no longer needed.

Ensure any requests received for access rights to anything on the network
the corresponding manager.

Delete any users who no longer work for the company. If the user has
location away from the main office, change the options for that user.ac

generic password but still forces the user to change it og into the server. The
password used by the network administrator should be ghian )

Any staff who work with the network administra eir own login id and password
set up. Depending on their position, they may Similar access rights as the network
administrator and these should be changed as pleif this person leaves the department,
or deleted if they leave the company.

Ensure thereisafirewall set up for the
when sending or receiving messag
current in order to take advant

connection that has been set up to check the user id
en that the firewall software being used is the most
urity features.

If access has been authoriz tside the network, ensure the firewall checks these user

ids when a request is recei the network from a remote location. Only certain ports
should be set up on't onnected to the network and this port id should be set up for
each user who will be iripg.remote access. The firewall should be able to detect whether the
request isfrom i unauthorized user.

Using the ad ures of the network software, restrict any users from being able to

delete fil ler on any network drives. They can have control to manipulate their own
t restrict them from others. The one drawback to thisisif a network drive has
the “public” drive or the shared drive where everyone in the company can save
courage users to refrain from deleting anything that was not created by them.
nnel should check this shared drive periodically to see if any files or folders may

een inadvertently moved to within another folder versus actually deleted.

re that the antivirus program installed on the server is current and has the latest protection
files so it can detect if a virus exists with any incoming messages. A the same time, these
protection files can also detect if a virus exists with any outgoing messages. Users may bring in
files from home or had them given to them by someone else. Once the files have been copied onto
their hard drive or a network drive, it becomes very crucial that the antivirus program be current
and perform a scan each time a user logs into the server. In most cases, the user will open that file
once it has been copied and the antivirus program should be able to scan and detect any viruses
that might exist.

Network personnel should perform maintenance checks periodically as well to see what activities
may have occurred. For instance, someone should be assigned to view the reports or logs created
by the antivirus program on a weekly basis. This can identify if there were any viruses found and
the status of these viruses. It may also reveal that one user may be getting a lot of viruses, which
then requires action by the network personnel to check that workstation as to why there are so
many viruses on that computer.

© CCI LEARNING SOLUTIONS INC.



USING THE INTERNET 13

= Network personnel should be encouraging users to ensure they have the latest updates of Windows
on their computers. As there are a number of people writing programs to damage computers or
allow them access into other computers, it is crucial that the security updates be applied to each
station that has an Internet connection. Depending on the type and how the computers were set up,
this may be as easy as network personnel performing the update and each user is updated the next
time they log into the network; alternativiey, network personnel may need to check each system
and either update it themsel ves or request that the users do the update.

Loss of Autonomy or Privacy

Many users fear aloss of autonomy when they are obliged to work in a network environm ith a
stand-alone PC they could “do their own thing”. This fear is actually unfoun son could
still work autonomously if they need to while connected to the network. The downsi
stand-alone PC is that you have no access to the files on the network and t
a separate access to the network using an authorized connection.

ess you have

Privacy may be a concern as well. For example, a network administr cess to al information
on a network, whether it is confidential or not. Confidential matexial m t at a shared printer by
accident. With proper network configuration and proced ossible to address privacy and
security concerns. In most cases, users who work wi aterial should have a printer
attached to their system only, so no one else can seet

Most companies will set up a drive on the net

confidential files can be stored here. Howev e
well, if you leave your machine logged i ar
will have access to that drive and see y iles.

If you share a computer with somegne though they log in with their own id, they can till
see the files on your local drive,.Y o nat have to log into a computer in order to see the files on the
local drive.

General business rules di that ou do on a company computer belongs to the company, even

though you may wor ntime. It is best to check with your manager first to ensure that
there is no cons opriety. As well, you may want to consider deleting the file or
copyingittoadi d eting the file when you have completed it.

ked to your login id, and persona or
ministrator can still see these files. As
at your desk, anyone using your computer

Virus

Networks able to virus attacks. A virus introduced on one workstation can spread quickly to
wor ions. Some viruses, called worm viruses, specifically target the servers on a network.

s typically make the server do some task repetitively, millions of times, keeping it so busy

0 fonger is available for other requests made to the network. Thisiswhy it is crucial to ensure

irus program on the server is always current and active. All workstations connected to the

ork should also have the local copy of the antivirus program on their workstations active at all
mes.

New viruses are being created every day and it becomes more prudent to read the screen carefully
before automatically opening a message or clicking the highlighted button on the screen. Viruses come
in different forms and as such, can be hidden in a message that looks harmless but could in fact be
more damaging to your system and anyone who may be listed in your e-mail address book.

All antivirus programs provide a feature to automatically detect in “real time”. This feature usually
appears as an icon in the Task Notification area. If you have to turn this feature off in order to perform
a defragmentation on your system, remember to turn it back on before proceeding any further. Also
remember to run a scan of your computer on a frequent basis (weekly) and check for updates,
especidly if you are on a home computer.
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Summary

In this lesson you looked at what a network is and how it related to “living onling”. Y ou should now
be familiar with the following concepts:

= What anetwork is = What'srequired to connect to a network
= Network standards = Advantages and disadvantages of being connected
=  Different types of networks to anetwork

Review Questions

1. What isanetwork?
2. You can only connect PC or Macintosh types of computers together in
a True b. Fase

3. Inorder to connect a PC to a network, what three items do
a C.
b.

un e?

4. List acouple of different types of connection 5 @c ions.
5. What' sthe difference between a bridge ro
6. Whatisafirewall?

7. What are some benefits of n
a.  Communicating
b. Sharing devi
c. Having
specific
net ,

d. Sharing of files and other information
. All of the above
f. Onlyabord

8. What vantages of networking?

f setting up and maintainingthe  d.  Viruses

ential security risks by outside e. All of the above
sources

Dependency on the network always f. Onlyabord
working

The network administrator should set up each user with a unique login id and a password that
must be unique and changed at set intervals.

a True b. Fase

10. Setting up an antivirus program on a network means more than just installing it and rolling it out
to users. It should be updated and checked on aregular basis.

a True b. Fase
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Lesson 2: Loo

Objectives Suggested Timing: 1 Hour

In this lesson you will be introduced to a brief history of the Internet and different options for connecting to the
Internet. On successful completion, you will be familiar with the following:

= Communicating viathe telephone system = What an Internet Service Provider is

= Communicating viathe Internet = How you can connect to the Internet
= What you need in order to connect tothe Internet = What an intranet or extranet is

Introducing the Internet

The Internet is an international wide area computer network. There has
E Internet in the popular media. The result is that there is much unn
1.2.1 about the Internet.

pe about the
on and mystery

The Telephone Network

Although the network concepts of the Internet may appear. c
at the telephone network first. We are familiar with
concepts a second thought. For example, if you we

another country, you simply key in the approprigte
talking when the other party answers. x

Ph 2
- one v

el ps to demystify it by looking
hone and never give the technical
alk to someone in another city or even
vait for the phone to ring, and then start

International
Telephone
Network

Phone 1

]E.

v
There are t irements to communicate successfully: 1) you need to know the number of the
other p d 2) you must speak the same language. If you don't speak the same language, you
will still b onnect but you will not communicate successfully.

also true of cellular phones. The main difference between cellular and standard phones is the
t Fces or equipment needed to connect them to a network. As with notebooks, cellular phones

lar due to their portability feature, and as such, must connect via a wireless connection to a
puter or network.

éh country has an organization that is responsible for the telephone network in that country and they
ensure that the network conforms to the international telephony protocols or standards. This allows all
country networks to be interconnected to form an international telephony network.

The network is a multifunction network and is used for transmitting voice, facsimile (fax) and data
information over the same network. Devices connected via the network must “speak the same
language’, i.e., protocol. If you connect your phone to a fax machine you will hear weird sounds
because you are not using the same protocol.
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The Computer Network (Internet)

The same principles for telephones apply to the international computer network, or the Internet. Each
country has a computer network that conforms to the international standards and these computer

networks are interconnected forming an interconnected network or Internet.

Any computer connected to the Internet can “talk” to any othes,comp onnected to the Internet
provided that: 1) you know the number of the other com ) the computers speak the same
language (called protocol in networking terminology).

Computer 2

International
Computer Network
(Internet)

Computer 1

Computer 1 can talk to computer 2 that may be an eworld. Thisis possible because each
country’s computer network conforms to the inte dards. The set of protocols used by the
Internet is called TCP/IP (transfer control pr net protocol).

Multifunctional

As with the telephone network, th
computers connected to the |
provide the services, and 2)

e used for different functions. There are millions of
ide. They typically fall into two groups: 1) servers that
users who make use of those services. This is shown

File Transfer (ftp) 3\

There are many diff
servers, the diagr
selection of the

Web (http) > Servers
_=—"]
transfer the requested . /
i International
to the client. For Computer Network h

ple, if you request a page from (Internet)

eb server, the language or
protocol used is hypertext transfer

protocol (HTTP).
For each type of server that you !

! > Clients

would like to use, your computer e ! ="
needs to be able to “speak the same —
protocol”. So if you would like to =" J

use services from a gopher server, for example, you must have gopher client software on your
computer. The end result is that you need several different client programs on your computer, which
tends to make using the Internet complicated. This gave rise to the development of the browser which
we will discussin alater section.
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Connecting to the Internet

hIC’)

1.2.2
1.2.4
1.2.5

1.2.7

“l got it on the Internet” is a commonly used expression but it is not technically correct. We get
nothing on the Internet but rather, we connect to a number of smaller servers via the Internet. Even
though the Internet is often referred to as the Super Information Highway or a super network, these
servers connect to Network Access Points (NAP) that make up the Internet, and provide the services
where we can “get” items. NAPs make up the backbone of the Internet and it is often here where
“traffic” problems occur due to the number of requests made by everyone using the Internet.

Any computer can connect to the Internet but just how do you connect your comput ternet?
There are several ways depending on your needs and how much money you repared end.
Without one of these methods, you cannot gain an “onramp” or connection to

set up your

Y ou could connect directly to the Internet; however, as the Internet is a W
h the Internet in

own cabling to any of the NAPs for the Internet. The public authorit
your area has to bring the necessary cabling to your location and yo
appropriate network devices (router, etc.). This is an expensive solut
and monthly rental, and is only viable for large organizatiol he
someone wanting to connect to the Internet isto use an Int

ost effective method for
ice Provider.

Looking at Internet Service Providers

Internet Service Providers (ISP) represent a g relatively inexpensive access to the
Internet. An ISP will obtain a high-speed, hi (bandwidth) direct connection to a network
access point (NAP) that in turn connects to net.“The ISP then resells a portion of that capacity
to companies or individual users, show!

ISP
High-speed

Connection

tion Mo a user is your connection (onramp) to the Internet that you pay for on a monthly
onthly fee usually includes other services provided by the | SP which include:

maintenance of the connection lines. The ISP is responsible for ensuring the lines continue to
ork, regardless of the time that users log onto their server. When maintenance is required on the
lines, it is also their responsibility to inform all their users that there may be some downtime
(when you can’t log on either the ISP server or access certain areas of the Internet) experienced.
For instance, most ISP’ s lease the connection lines from the local telephone company before they
can offer Internet service. When the local telephone company needs to perform maintenenace on
these telephone lines, you will not be able to go onto the Internet even though you may be able to
log into the ISP. How long you may be “down” is dependent on the type of maintenance being
performed. The ISP will either send an e-mail to all their users of the upcoming maintenance
work, or if it occurs unexpectedly, will have a message on their technical support line informing
users of same.

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



18

1.2.3

USING THE INTERNET

The maintenance of the hardware or software used at the ISP's site. This may also extend to the
modems distributed to users to connect to the ISP's server. As technology advances or software is
updated for connecting to the Internet, the ISP should be updating these accordingly. An example
of this could be when the ISP wants to change the modem you currently have with a newer model
that allows for better access to the Internet.

Customer support. As a service provider, 1SPs recognize how important it is to maintain a good
relationship with customers. As such, you may receive e-mail from the ISP informing you of
different packages or additional services that may suit your needs, or promotions company
may support, e.g., concerts, plays, etc. At the same time, you should be able t ISP for
support at any time for any reason regarding your service. For instance, if you hav estion
regarding the billing charges or want to know if there is a problem with t ecti
at the ISP should be able to answer your question when you call the custo

Technical support. As part of the monthly fee, the ISP is responsi
technical support whenever you experience problems with y
problems you may experience while working on the Internet are he service provided by
the ISP, but thisis a good starting point. For example, if you wer g at different web sites
and then you see an error message for every web site you t o view, this could a problem with
the connection line. However, if you can view several t afew display error messages,
this could be a problem with the web sites.

onnection. Not all

ould also include protection against
eneraly have a firewall included with
blems. One of the more common problems

Part of the maintenance and technical sup
potential viruses or unauthorized access
their service that helps to minimize th
that users experience is junk mail or
common types of spam messages
offer is filtering or blocking
set up specifics to help block.ou
other side, the ISP may a
illegal activities. Mo
may have a monitoring
specific sitesmig .

h your mail inbox. Another service an ISP may
r their clients. A parent, for example, may want to

blfock against their users accessing sites that may promote
ock their users from being able to access any site but they
up to watch or check for certain types of activities or how often

0 connect to the Internet, you must have these standard components:
can be an internal or external device that allows you to transmit data by

recognized by computers. Modems are measured in bits per second (bps); this
determines how fast the data can be transmitted or received. Traditional modems

Regardless of the meth
M odem hi
z nverting an analog signal (usualy telephone or cable) to a digital signal

that worked with the telephone were able to transmit or receive up to 56Kbps or
56,000 bits per second. Newer modems for the faster connection types like cable

or ADSL can handle upwards of 5SMbps or 5 million bits per second.

°work Card In order to connect to the Internet which is an international network, you must

have a network card installed on your system. Handheld devices such as PDAs
or notebooks will require different card technology than a desktop computer.

Cables For a standard computer setup, you will need a cable to connect from the jack on

LIVING ONLINE 1118-1

the wall (ISP service), to the jack at the back of the computer (network card). If
you have a digital service (cable or ADSL), the cable must originate from the
jack on the wall and then connect to the modem. Another cable is then needed
from the back of the modem to the back of the computer. If you decide to go
wireless with the computer, the cable from the wall will then be connected to the
router and another cable connects the router to the modem. These cables are for
standard Ethernet connections. Handheld devices do not require cables.
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Internet Account This is the account you signed up for with the Internet Service Provider. You
will be paying a monthly fee to the ISP in order to have access to the Internet;
the fee amount will vary depending on the service package you purchased.
Similar to having a cellular phone or television service, there are a variety of
packages you can select from, based on your needs or anticipated Internet

usage.

Web Browser Thisis a software program that allows you to search for items on the Internet.
All computers provide you with a web browser when you purchase. it but you
can aso install another web browser of your choice. W Sers are

discussed in the next unit of this courseware in further detail.

Telecommunications This is software that allows you to configure the co
Software connect to the Internet. For instance, the Win
installed on a PDA or Pocket PC has a teleco
be configured accordingly. Newer cellular,
System for Mobile Communications (GSM)
(GPRYS) feature and must be activated

using to
Ing system
ure but must
have the Global
ket Radio Service
onnect to the Internet.

The diagrams in this lesson will show how you can con
E concepts remain the same regardless of the type of co
1.2.6 Y ou will, however, need to consider some of the foll

t 0 purchase for your device? Will you

are you willing to pay for? A company may

want Internet service on cell phones ' staff so they can receive messages at any
location and as such, need to purcl ell pl with GSM/GPRS and pay for that service per

phone. An individual may choose to net service set up on their PDA, buy awireless card
for the PDA and pay for the tel ations service on that PDA.
ice
y O

Internet using a computer. The
sing to connect to the Internet.

=  What extra hardware or software are you
need to go with a wireless option? What

®  How much is the monthly hat does it include? Will you need al the services and
does the ISP offer a vati es? A company will need a faster connection than a home
user and as such, be wil more for the fast connection and all the extra services to protect
unauthorized acc mize downtime by employees having to delete spam messages. A
home user c online service that offers more entertainment features and set up

restrict i on their own.

= t tation of the ISP and can you rely on them for good and constant service? Not
er the same service — just because the | SP advertises fast speed for alow fee does not
at you will actually get or pay. Be sure to do some research on what you want and
you’'re willing to pay for; talk to people with different Internet services and then base your
on what is most important to you. Is customer service more valuable to you than a low
thly fee? Is the ISP local or do you need to call a toll free number? How fast are the

connections in your area? Sometimes one digital connection type may be faster in one location
Q than ancther, based on how far away your location may be from an Internet hub.

The following lists some of the different connection types you can use to connect to the Internet.

Telephone Access (Dial-up Access)

Unless you are in the same building as the ISP, you cannot connect directly to the ISP’ s access server.
One common procedure is to use the normal telephone network. The ISP has, for example, 100
telephone lines. When you set up an account with the ISP, they will give you a telephone number to
dial which will connect to one of those incoming lines at the I SP.
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The telephone network is designed for sound so you need to convert your computer’'s message to
sound via the modem. The modem at the ISP reconverts your message from sound (analog) back to
computer signal (digital) before it goes on the Internet.

The software you will need to set up telephone access is included in the Windows operating system, or
it may be provided by the ISP and you are required to install it on your computer.

Dial-up accessis considered low bandwidth which means the speed will not be as fast you might want.
However, this method of connection can be very cost effective if you are not sure how mugh time you
may need or want to be on the Internet, or if the only thing you want to do on the Internet is send or
receive e-mail. Take note that once you dia into the ISP, the clock begins ticking ount of
time alocated for your monthly service until the time you disconnect. If using thi
to the Internet, you may want to make sure you have typed up your m
connecting to your ISP, and connect only when you want to send or receiv, . Once your
messages have arrived, you may want to disconnect until ready to reply to t

TV Cable Access

The TV cable companies have a network of high-performanc
extension for them to also provide Internet services. Co
telephone access. Their cabling systems are designed
convert your computer message to TV signal beforei

ling ision) so it is a natura
the process is the same as the
you need a cable modem to
the TV cabling system.

o dial a number to get Internet access
ected all the time. The connection is also
than dial-up access, but it is also more
e. However, if you need or want 24-hour access
if you have multiple computers and users in your
ion, this can be avery cost effective option.

TV Cable ISP

High-speed

Connection

cable Cable is a popular option for home users as it can be

W Cable l @ packaged with the television cable services and offer
Network ~—= very fast speeds. Many of the cablevision companies are

User also replacing their existing cables with fiber optic
Y cables, thereby offering even faster speeds.
Using
One Wa nnect to the Internet is through existing online services such as America Online,
Co digy. These companies have their own networks with access points in most major

hey provide afull range of services on their networks including electronic mail.

ost of these companies also have a gateway between their networks and the Internet, so
swill have accessto all their services as well as access to the Internet.

This type of connection is relatively inexpensive and
requires a modem on your computer. When you set up an
account with them, they will provide you with the
Nebworlk necessary software. One of the reasons these types of
e.g. AOL connections are very popular is the sense of community

N that is quickly established once you sign up. These

On-line Service

h networks are essentially a type of centralized server that

N @ hosts a variety of services for their clients. Some popular

— HC=3 online services such as AOL or MSN include the ability
Modem User

to chat with friends/family/celebrities or participate in
online auctions designated for this service only.
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Many of the online services have switched their connection lines to be broadband so speeds are much
faster than in the past. The monthly costs are very comparable to choosing an ISP with a cable or
digital connection line and usually charged to a credit card each month.

Digital Connections

E Another type of Internet connection is through a digital line. Digital connections begin at 56K (56,000
characters per second). One digital connection is called ISDN (Integrated Services Digital Network)
1.2.6 which runs at 128K. DSL (Digital Subscriber Line) or ADSL (Asynchronous Digital iber Line)
digital connections run at up to 9Mbps download and up to 640K bps upload.

“Digital line” implies that your computer message does not have to be conv ut can
travel down the line in computer signal form which means you do not need nvert the
signal to sound. Y ou do, however, need a network device commonly ref le modem”,
which can be rather misleading.

For example, when you set up an ADSL account, your ISP will ve a specia cable
installed to your home or office. The ADSL cable will have ajack sim standard telephone jack
but dlightly larger in size. Y ou need to connect the ADSL Eth ox to the ADSL jack and then via
an Ethernet cable to a high speed network interface card led in your PC. This is shown

schematically in the following diagram: A
)

Wall
ADSL
i Ethemet
ADSL:  "Modem"
Y Jack l

Telephone

Network S
Digital Lines s : .
i Ethernet
i Cable
: Ethernet
NIC

%igital connection is dedicated access. This type of connection requires an
ISP, bu his own line for connection. Therefore, there is never a busy signal when
your service provider to the Internet.

ive than dial-up modem access but the higher speed more than compensates for the
se. The higher speed also makes technologies like streaming video and web broadcasting
y | SPs now offer competitive prices for choosing a DSL connection.

ther digital line type is T1 which is very fast in comparison to the other digital lines. T1 lines are
erally leased by |SPs although some companies are moving to these lines in order to have faster
speeds for processing large amounts of data online. A company that has a lot of e-commerce
(purchases online) would likely use this type of connection in order to process all sales that are made
through the Internet or from the credit card/point of sale terminals. These lines are still relatively
expensive in comparison to the other types of connections; home users will tend to purchase a service
package with cable or DSL connections whereas businesses may choose to set up a T1 line for much
faster connections despite the cost.
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Recognizing Intranets and Extranets

With the popularity of the Internet, a need grew to expand networks so others can share information
from one location, regardless of whether you were at the same site as the network server or had
authorized access from outside the server location. Two different networks take advantage of these
communication options.

Intranet

An intranet is a private local area network in a company or organization that u e set of
E network protocols as the Internet, i.e., TCP/IP. The network will typically also have aw . The
1.1.2 web server will contain common documents like the company policy and pr e manual? All an
employee needs to access these documentsis a web browser.

The diagram here shows a schematic

representation of a typical intranet. It |

also shows the intranet connected to | Firewall

the Internet. This is common practice —

as it alows the employees to access f/lm orn et\’\ \ - Intranet (tcp/ip LAN)
resources on the Internet and to | TCP/P A

communicate via electronic mail with = @ . ‘ |
people external to the company. ‘ t I:.I
; (=7 (=7

- (=3

When the intranet is connected to the Employee Workstations
Internet there is a danger that i P

confidential information on the intranet can be y people external to the company. A firewall
is then placed between the intranet an ern

firewall can be assimple asa pro , O

level of security you need.

The following diagram sh%sthe

0 block unauthorized access to the intranet. The
nation of a computer and software depending on the

and the network components:

Employee PC's Server
C=2 (C=2 C=
Internet Firewall
TCP/P ~— Router
L) oEOo
= Hub / Switch
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Extranet

An extranet uses Internet technology to allow a company to share information with another company
E or organization.

125 For example, company A and company B are working together on a specific joint project. Employees
from company A working on the project are given usernames and passwords to alow them access to
files and resources relating to the project on company B’sintranet. Thisis shown schematically in the

N

Extranets have a higher risk for unauthorized access. 0 have more sophisticated security

| Company B

Intranet

Internet
TCP/IP

protection and complex firewall installations t . It is advisable to involve a network
security expert when setting up an extranet.

Summary
In this lesson you were mtroduced y of the Internet and different options for connecting
to the Internet. Y ou should no th thefoIIOW| ng:
= Communicating viat = What an Internet Service Provider is

= How you can connect to the Internet
ecttotheInternet = What an intranet or extranet is

= Communicating viath
=  What you need i

é
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Review Questions

1. What are the two regquirements to communicate successfully in a telephone network?
a b.

2. What isthe set of protocols used by the Internet called?
a DNS c. TCPIP
b. SMTP d. All of these

3. Whatisan ISP?
a.  Internet Service Possible c. Internet Security Pr
b. Internet Service Provider d. International Sy

4. Thefeeyou pay to your ISP should include which services?
a.  Cost of connecting d. Technica
b. Regular maintenance e
c.  Customer support f.

5. In order to connect to the Internet, which standar 0 you need to have?
a Modem

b. Network card ecommunications software
c. Cables All of the above
d. Internet account Only a, b,dor f

g.
to,th Rusing a PDA, you can plug it into the wall in the same
b.

7. When would al ial-up account be of benefit to someone who wants to go onto the

Internet?
8. A benefi 1 nline service to connect to the Internet is the sense of community that these
ic provide to an end user.

b. Fase

6. If you wanted to connect
way as with a computer.

a True

e two different types of digital connection lines.
b.

What' s the difference between an intranet and an extranet?
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Lesson 3: Understanding E-mail F

T L T e = S B e R S e e R

Objectives Suggested Timing: 2 Hours

In this lesson you will look at electronic mail and basic e-mail fundamentals. On successful completion, you will be
familiar with the following:

= What electronic mail is = Using different e-mail options

= Differences between internal and external e-mail =  Understanding what attachments
= The structure of an e-mail address = How to use e-mail appropriat
® Recognizing what to enter when creating anew message ® Advantages and disadv es of us

mail

What is Electronic Mail?

etworks. E-mail
ail mail). You still
fice deliver your letter.

Electronic mail (e-mail) has been a key factor in the increased
E essentially follows the same process as for postal mail (commonly r
2.3.1 need to have the name and address of the recipient in order to have th
Advantages of using e-mail include:

Speed Thisis most likely the biggest advantag
method of communicating with ot

mail due to the relatively fast
is faster than the postal service and
allows you to send a message t ithout waiting a long time for a reply.
You can also send (or recei multiple people, thereby reducing the
time spent on the telepho ntact others.

Paper Trail Although people sp aperless society”, there are many occasions when

a permanent record of the communication. This

u
it is prudent to print
can be very adv you need atimeline for the communications. At the
same time, y ogram gives you the option to create folders to file or
storethem ng you a history and storage of older messages.
Sharing E-mail e of astest ways of being able to share documents with others.
Information Ev, ram allows the user to attach a file to a message, as required.
h me limitations to the size of the attachment that can be sent, but
is i nly a fast method when copies of reports are required or you wish to
pictures to others.

Easy A ail can also be included as a service on handheld devices, people outside the
ffice (or home) can continue to send or receive messages from remote |ocations.
As well, wireless devices alow multiple users who share an Internet connection to

send and receive messages from any computer sharing that connection.

ing Inaddition to sharing files, you can also set up the message (correspondence) to be
hers sent to other people at the same time as the recipient. This allows everyone to stay
current on the information. At the same time, you can forward or route a message to
someone else for further action without having to re-key the original message.

Cost Savings  The cost of sending e-mail is relatively low in comparison to long distance calls,
courier, or physical visits. The e-mail service provided by |SPs are included in the
monthly fee you pay to the ISP, therefore you don’'t need to worry about fluctuating
rates based on time or weight, as in the case of long distance calls or sending
information via courier or postal mail to others.

Take note that while e-mail is the most popular means of communicating from one computer to
E another, there are other ways of communicating such as text messaging or instant messaging.
2.1.6 Although these two methods often are considered the same, there is a subtle difference and it generally
occurs with the device being used to text message someone.

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



26

USING THE INTERNET

Instant messaging occurs on computers where this feature is included with the e-mail program used.
Alternatively, it can also be part of a chat line where multiple conversations can occur. Many of the
popular instant messaging programs such as MSN, Yahoo, or America Online can be used on
handheld devices and higher end cellular phones that can display graphics. As such, rea time
conversations can occur between users.

Text messaging generally refers to the process of sending a message but only text is shown at the
receiver’ send. This can be on a pager or acell phone that only has text messaging capabilities, and the
message is limited to one person at atime, either entering the text or receiving the messag

Internal Mail

hC

2.1.1

Internet E-mail

JC

2.1.1

Server
4

Internal mail refers to the process of sending or receiving mail by users who to alocal
area network (LAN). The diagram shown illustrates the principles of e-mai

Each user on the network is allocated a “mailbox” on the server. - "Mailboxes"
When user A sends an e-mail message to user C, the message is iy B
placed on user C's mailbox on the server. When user C wants t

see her e-mail, she hasto “fetch” the mail that is waiting for h ¢ P

User& UserB UserC

. . . o

in her mailbox. If she is away on vacation or simply not

desk at the time user A sent the message, it is pla°

mailbox on the server for user C.
e-mail

The e-mail address used with internal mail is g
the user login id and travels within the L
program usually managed by the network

Company LAN

mail as it comes from “outside” your computer. The
ilar to internal e-mail, but is slightly complicated by the fact
many interconnected networks. The diagram here illustrates
we will use individual users):

Internet e-mail is often referr
process for e-mail from the Inter
that the Internet is a WA

the concepts (for s mu

"Mailboxes" "Mailboxes" Each user of e-mail must obviously have a unique
A B John | B e-mail address. As with the LAN, e-mail messages
c | Mary ? D are stored on a server. When a user sets up an e-mail

— account with an Internet Service Provider (ISP), the

ISP allocates a mailbox on the e-mail server for the

_ . 5 user. The mailbox is usualy identified by the user’s
ispx.uk ispy.com EVET  hame.

E-mail |l I E-mai

The e-mail server itself has a unique address on the
Internet, referred to as the domain name (discussed in

John Mary more detail later). In this example, John has an e-mail
account with an ISP called “ispy”. The domain name
of the e-mail server is ispy.com. The full address of

./ Pl == John’s mailbox is then: john@ispy.com, pronounced
[ =" ="l as“john at ispy dot com”.

Similarly, in this example, Mary’s full e-mail address is. mary@ispx.uk. Suppose John sends an
e-mail message to Mary. He would address the message to mary@ispx.uk. The message is routed
through the Internet to the e-mail server with the domain name, ispx.uk. The server then will put the
message in Mary’s mailbox on the server. The protocol used when one sends an e-mail to an e-mail
server is simple message transfer protocol (SMTP).
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If Mary wants to see if she has received an e-mail, she requests her e-mail server to send any mail in
her mailbox down to the e-mail program on her computer. The server does not send the mail to just
anyone and will request that Mary first identify herself by giving her username and password. If these
are valid, the server sends all the mail in Mary’s mailbox to her e-mail program where it is placed in
the Inbox folder. The protocol used to request and download e-mail from the mailbox is called post
office protocol (POP).

Understanding an E-mail Address

18

;:; The Domain Name Format

Y ou can learn some useful things by looking at the different parts that make up an e-

All computers connected to the Internet have a unique number called the |
like every telephone on the telephone network has a unique number. vers connected
to the Internet will also have registered a domain name for their sen as the Internet is
concerned, 1P addresses and domain names can be used interchange but it is far easier to
remember a domain name like hartford.edu than 207.230.244. der to use an e-mail address,
you must be set up as a user on a domain. This could r it could be your company. A
typical e-mail addressis structured accordingly:

number, just

jsmith@ccilearning.com

PR

Mailbox Name Domain Category

Name of Organization

Mailbox Name

I dentifi ar ’mailbox on the email server. Usudly it would be some
combinatiol e-mail account holder’'s first and last names as this is the
i remember. Some domains allow you to create your own mailbox name
estriction being that it must be unique.

Name of I the organization who owns the server. It does not have to be the full
Organizatio fol name of the organization but a version that is easy to remember (e.g.,
ders@ibm.com), or if someone €else has a smilar name (eg.,
contact@ccilearning.com versus contact@cci.com).

in Ca Also called the Top Level Domain, it identifies the server’ sinformation domain.

et was originally established in the U.S. to facilitate research and development of military
. A set of domain categories were defined to distinguish the different groups involved in these
. These domains are usually called the “original top-level domains’:

.mil US military

.gov US government

.com commercial companies
.edu universities

.org organizations

.net network sites

Looking at the jsmith@hartford.edu address indicates that the address belongs to someone from
Hartford University (or college) whose last name is Smith and first name startswitha“J’.
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The original top-domain categories were adequate for their original purpose but soon became
inadequate when the Internet became international. The top-level domains were expanded to include
two letter country codes. The following are examples:

.au Australia

.de Germany

.ca Canada

.uk United Kingdom

Larger countries may expand their domain names to indicate the region within the
pittmeadows.bc.cais located in British Columbia, a province of Canada.

Other countries use an expansion similar to the original domain names, e.g azon. is a
commercial company in the U.K. and oxford.edu.uk isauniversity in the U.K.
courseware

ntry, e.g.,

Severa new top-level domains have been proposed and may be available
goesto print. The following list gives a selection:

.aero Air-transport industry
.biz Businesses

.coop Cooperatives

.ecom electronic commerce
.info Unrestricted use

.museum Museums

.name For registration by indivi

.new news-related sites

.pro Accountants, lawy \ ns

Internet Server Types

Organizations frequently own more th type'of server. The domain name convention for other
server typesisasfollows: ‘

www.ccilearning.com

Server Name Domain Category

Name of Organization

The sery, is used to identify the server at the organization. Traditionally this label
indicat e of server (i.e., www for web servers, ftp for ftp servers), but thisis not mandatory.

s have several servers such as wwwil.mit.edu, www2.mit.edu, and library.mit.edu
ent web serversat MIT.

ethat if you get an e-mail from jsmith@better builders.com that they also would have a web
ith web site address (URL) of www.betterbuilders.com where you can find out more
rmation about jsmith’s organization.

ooking at E-mail Message Components

Regardless of what e-mail program you use, the components of an e-mail message are the same as
E they are determined by the Internet e-mail protocols. The components of an e-mail message are:

=  Addressing = SubjectLine
=  Body = Attachments
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There are a number of different e-mail programs currently available for use with Internet e-mail. For
the purpose of this courseware, we will use Outlook Express. The concepts remain the same regardless
of which e-mail program you use; what differs is where the commands and features may be found in
the e-mail program.

Addressing

The addressing portion of the e-mail is very important as it identifies who will receive the esmail.

‘& student2@ceilearning.com, Understanding E-mail Concepts

& || <none> wimme| v Qp |1y B e @ q & Send
Aial v A |B I U & -TT || = = E ¢f = s @ -
To: student2@ceilearming.caom
From: Student! <studentl@ccilearning. coms>
Subject: Understanding E-mail Concepts

Ce: student3i@ccileamning. com
Bece: studentdi@ccilearing. com
Attached: CAE-mail Basics Outline doc;

This class begins next week on Thursday for the morning session. We will then continue the following week
with training an the actual e-mail program in our office. Please ensure you are able to attend these sessions.

To Thisis the destination addr tge-mail cannot be sent. Y ou can send the e-mail to
several recipients, with thel r arated by semicolons (;). Depending on your e-mail
program, you may also le comma (,) as the separator.

Cc Thisisthe Carbon y ad

he recipient in thisline gets a copy of the e-mail and knows
purposes only and that the recipient in the To: lineisthe main
recipient. Th than one address in the Cc: line.

Bcc py is used when you want or need to hide the fact that this recipient is
., You are e-mailing someone to confirm dinner reservations tonight and a

iend who is organizing the surprise party). There can be more than one address

bject Line

Ject line identifies the topic of the message, usually a short description of the content or
0Se of the e-mail. People receive many e-mails and it is useful to scan through the list of recently
ived e-mails by looking at the subject lines. Depending on urgency or priority, one can then decide
which messages to read first.

You can send an e-mail without a subject line but because it is so useful most e-mail programs will
prompt you if you forget to enter a subject in the subject line. With the number of potential virusesin
messages with no subject line, it becomes prudent on your part to add text to the subject line so
recipients will read your messages.
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The Message Body

This part of the email message is where you type your actual message. Some e-mail programs will
provide formatting features that can also be applied to the text for emphasis or enhancement. There are
some guidelines that you can apply when entering your message to ensure there are no confusions or
misinterpretations of the message text (e.g., typing in capital letters is similar to shouting). These are
discussed later in this lesson.

Attachments

ureto
more

A very powerful feature of e-mail is that you can attach files to the message. People use
send pictures, spreadsheets, word processing documents and many other ite
convenient and faster than sending the files on a diskette using regular mail. |
of attachments (usually 2-5Mb) as these may slow down the retrieval of
cause traffic delays at the mail server when it is being sent or received.

Using E-mail Options

There are basically four options when sending an e-mail;
option you use will depend on the purpose of the e-mail,

ly, reply al, and forward. The

Creating New

E When you create a new e-mail, the progr I ou a blank form where you can put al the
221 necessary message components and type i body. When the message is complete, you
2.1.4 click on the Send button (or select the d command from the menu bar). The e-mail program then
uses the STMP protocol to send themess \ta he server on which the recipient’ s mailbox is located.
BE New Massage g@g|
. File Edit View Insert Format Tools Message Help ﬁ'
= : & 7 0 ¥ 5 =2 %
Send Check.  Speling Attach  Priarity Sign Encrypt  OFfline

Ta: |
Ce |
Subject: |

Reply Options

When you have received an e-mail there are basically three things you can do:
= Reply or respond to the sender only

= Reply or respond to sender and all those who received copies

= Forward the message to another person
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2.1.5
2.1.6

Reply When you receive an e-mail from someone, you will likely reply to it. When you use
the Reply button, the e-mail program will display a similar screen to the message
received, with the To field showing the address of the person you are replying to
(sending). The Subject line stays the same except that Re: is added so you can recognize
itisareply to a previous message. The original message is placed at the bottom of the

message body as reference.
B Re: IC3 Web Site
: File Edit View Insert Format Tools Message Help :;'
P = J & Y 0 B 2 b
:© Send Check  Spelling Attach  Priority Sign Encrypt  Offline
Ta: |suew0ng@ccilearning.com ’

B e |

Subject:  |Re: 1C3 Web Site

Arial vi[iow| E B I UA|ZZEE| s 55—
~
----- Original Message -
From: Sue ¥Wong
To: student1@ccilearning. corm
Sent: Thursday, January 20, 2005 10:13 AM
Subject: 1C3 WWeb Site v

Reply All  Thisissimilar to the previou
received the original m
field. Thisisauseful opti
are planning a vacati

hat the reply will be sent to all who
of whether they were listed in the Cc or Bcc
al people are working together on a project, or

Forward Thisoptionallo
action. The original
added in the Subject li

BY Fw: IC3 Web Site 9]=1E3]
:fl

e message you received to athird person for further
is again appended at the bottom of the body and aFw: is

File Edit ‘“iew Insert Format Tools Message Help

e 2 8 v 0 . B B %
¢ Send Check  Spelling Attach  Priority Sign Encrypt  Offline

To ||
Cc |
Subject:  |Fu: 1C3 Web Site

----- Criginal Message -

From: Sue WWong

To: studentl@ceilearning. corm

Sent: Thursday, January 20, 2005 10:13 AM
Subject: IC3 YWeb Site

Receiving E-mail

When you request your e-mail from the mail server (using the POP protocol), the e-mail program will
put the mail in afolder, usually called the Inbox. Most programs also have folders called Outbox, Sent,
Draft, or Deleted Items to help you organize the amount of e-mail you may receive. Although the
folder names may vary dlightly in different programs, their use is self-explanatory.
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When you open an e-mail program installed on your system, it will appear similar to the following:

® Inbox - Outlook Express

CEX

= @ Local Folders
B Inbox
@ Cukboe
Q@ Sent Ikems
(@ Deleted Items
$E Drafts

. File Edit Wiew Tools Message Help f
: = R = x = - 4 |.1k—1 -

¢ Create Mail Reply Reply Al Forward Print Send/Recy Addresses Find

i

Falders X/|* @ ¥ From Subject Received <

(4 Outlook Express 23508 Wong 1C3 Web Site 1/20/2005 10:13 ...

From: Sue Wong To: studentl@ccilearning.com
Subject: IC3 Web Site

Contacks *
pramoting digital literacy to everyone.
There are no contacks to
display. Click on Contacts ta

The site is www. certiport. cam
create a new contact,

| found out the web site for the company who sponsors the IC3 Cedification and is

v

1 message(s), 0 unread

@ ‘working Online

When using an e-mail program that is part of
Windows Exchange, the e-mail program bec
provides you with features and options to
handle in the office such as scheduling

The screen shown is an example 0
Microsoft Office Outlook 2003 a
manage contacts, set up to-do (ta

Inbox - Microsoft Outlook

! Fle Edit Yiew Go Tools  Actions  Help

[
| n
yo

PadMew - | = 3 X | i Reply - Reply to Al 62 Forward | —_‘1 SendReceive - | ?pFi_nd | [ Type acontact tofind = | (@) !

application such as Lotus Notes or

nction of that integrated application and
essages along with other tasks you need to

B9[(=1E3

Type a question for help =

Favorite Folders

Y [ @ From

Subject

[ Inbox

) Uhread Mai
) For Fofow Lp
L= Sent Items

All Mail Falders

= €5t personal Folders e’
® 5 Delsted Items
L7 Drafts
= [ Inbox
L @ Junk E-mail [1]
L[5 Outbasx
L= Serk Tkems
= [3) Search Falders W

|~ Mail
:ﬁ Calendar

S| Contacts
=

:d Tasks
_J MNotes

3 [a =

Received Size |V

0 Items
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Notice the features at the left side of the screen, showing the different types of tasks and the easy
access to these tasks. Outlook also uses many of the same layout and features found in other programs
to reduce the learning curve for using the different features.

The program is designed to allow the user to integrate the groups together to organize themselves,
such asfinding al messages from a specific contact or assigning tasks to a contact off-site.

Not all e-mail programs display mail in the same manner. When you use a web-based e-mail program
such as Hotmail or Y ahoo, it will appear similar to the following:

MSM Home | My MSN | Hotmail | Shopping | Money | People & Chat Sign Out ..

- I

y . ___/_
n'sn‘ HOtmaIl Today | Mail | Calendar | Contacts Options | Help

i mail.can et Online ree MSH Featur

(2 New Message | Iew Appointment | Mew Contack

Maiboxusage ] 250MB

Get more storage with Hotmail Plus

@ Worst celeb Fashions of '0¢
o 2005; Where the jobs are
2 How ko raise a spiritual kid

[ 2™ Hot on Hotmail From my contacts: 0 {0}
? 9 pick-up lines for Mo new messages From contacts. Add people to your

My Messages 2 {0}

WOMEn Contacts,
Junk. E-Mail folder: 0{D)
MSN Hotmail now includes
FREE MSN Calendar! P
.t
+ Calendar sharing with other ] N G %ﬁ.} D [ R E CT
Hotmail users Save Your Money

rmember FOIG

+ Icons & colors to
distinguish activities

"~ Free Credit MSN Hotmail Plus

' Report & Score o Play '‘BeTrapped!'

Available now:

ﬁ $175K Maorkgage o Search: Jennifer Garner’ upgrade For MSK Hakmail,
under $810]Mal © 400 must-do experiences Learn more.
¥ Metflic-Try Free! o How bo pay off holiday
E :_)ﬂ Only $17.99ma debt
T Click ko Meet Report a Bug

The folders of aweb-b
what else you may see 0
program. Web-based '

are similar to other e-mail programs. The difference liesin
r features you may have access to with a web-based e-mail
can be used by people who either don’t have a computer, access
to the Internet on thei ter, or just want to access their e-mail using a program that can be
activated from an at is connected to the Internet, such asin alibrary or Internet cafe. It
can also be ail program where requests for information are directed (add me to your
i using their personal Internet account assigned by their ISP. Alternatively,
ir e-mail addresses set up with a web-based program to receive messages from
cited sources, or to separate business and personal e-mail.

cellular phones require special software program to be installed on the device prior to
receiving e-mail. Depending on the software program and technology available for the
cellular phone, the user may be able to view graphics along with text when the message is
ived.

Attaching Files

One of the most useful features of e-mail is that you can attach electronic files to the message. For
example, you could send an e-mail to a colleague explaining that you have written a draft report and
you would like him or her to read and comment on the report. Then you “ attach” the report, a word
processing document, with the e-mail. When the colleague receives the e-mail, there will be an
indication that there is an attachment, usually a [ icon. Your colleague could then either save the
attached document to afolder to work on later or open it immediately in the word processing program.
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2.3.3
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Y ou can attach any kind of file: pictures, video clips, mp3 sound files, programs, games, etc. Many of
these files can be very large and ISPs may put alimit on the size of attachments that they will allow,
typically 2to 5 Mb.

E-mail programs indicate attachments differently, either in a separate line with the name of the
attachment, or it may appear as an icon within the message text.

ribution
e type.

There are no definite rules regarding the use of e-mail; similar to creating document
to audiences, the writing style and emphasis used in the documents should match the
There are some general guidelines that should be considered, regardless of the e type.

ed in the
e guidelines

E-mail should never completely replace another form of communication
same manner as if you were going to write a letter or speak to someon
include:

ofessional attitude at all
» check the writing style
iting style applied, and directed
concise. Remember that your
eflect the organization’ simage.

purpose of this e-mail. This will be
essages during the day. The subject text
essage area.

e before sending it. How comfortable is the

ou add too many formatting options or use a mail
er e-mail program, then your message will not reach

= |f you are sending an e-mail to someone regarding business, mai
times. This means using the spelling and grammar featu
used in the e-mail. Business e-mails should have a
towards the product or service discussed. Keep your poi
e-mail represents your organization to the recipi

= Ensure you include subject text that clearly,
helpful to the recipient if they receive al
should be kept brief and details provid ac

=  Consider the format you use wi

recipient with using e-mail? For in
format that cannot be read or in
that person.
= E-mails are till official com rrespondence; therefore, your e-mails should be filed and
0

archived just like rrespondence. Use the folders in the e-mail program to file the
messages, or pri e es and file them accordingly as a paper trail. Deleting an e-mail
could be an ing on your company’s policies.

ur

= A pointt
theref C

looked is that e-mails do not cost money, but using e-mail takes time and
organization money. Don’t write unnecessary e-mail. Make sure that your
coricise and to the point.

e
= your Is not clear, it can lead to misunderstandings and wrong actions or decisions being
eople tend to write long rambling e-mails with no obvious point or purpose. This wastes

and causes frustration. Fortunately, it is more of a problem in informal settings. If you are

prone to making this mistake, be sure to study a book on writing styles and techniques.

= People would never dream of saying personal jibes, ethnic jokes, or use bad language when they
are in public. However, because of the Internet’s anonymity, some people feel they can do these
things online. Refrain from making any jokes or sending anything that could be considered
politically incorrect, even with people you know.

= A flameis an e-mail message where the recipient is attacked personally. Such messages have no
place in business or school communication, nor in informal communication, e.g., personal
communication via e-mail or instant messaging. If you have been flamed, it is best to ignore it. If
you respond in kind, it is apt to lead to many such messages and is then referred to as a flame war.
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= There are times when you may want to show in your online communication that you are shouting
(this should be done only in informal communication and not business communication). The
convention is that you indicate shouting by TYPING IN UPPERCASE. Use shouting with utmost
discretion or avoid it, whenever possible. The fact isthat ALL CAPITALS is very hard to read. If
you need to emphasize something in an e-mail, use bold text instead.

Using Emoticons, Abbreviations or Acronyms

When you speak to another person, you can use voice tone, inflections, facial expressions.and body
language to make your meaning clear. This is not available with e-mail. Asar easy for
misunderstandings to arise.

Over time, the “emoticon” concept evolved to compensate. Emoticons are tex
convey to the recipient what the sender’s emotion was. For example, if
stupid”, it would definitely be an insult. If the sender writes. “You
sender was not serious and that it was said with awink.

tempt to
- “You are
this means the

Thefollowingisalist of the most frequently used emoticons: &

Emoticon Description y -

) Wink (used to convey humor, sarcasm).
:( Frown, sadness, disappointm@nt, femorse
1/ Wry smile ‘ ‘ e

X A\v
=) Smile

:-0 Laughing loud

:-0 Shouting

Oops (us tentlonal mistake)
Screamin elling

@

i X Won t‘\m Yps are sealed
<g> G,

<s> SI‘A )

<vbg> 'n

m'in cheek

Me and effort. The disadvantage is that people who are new to the Internet
e abbreviations and may misinterpret them. The following list gives some of
% used abbreviations.

Abbreviation Description
ASAP As soon as possible

BRB Be right back

BTW By the way

F2F Face to face

FAQ Frequently asked questions
FYI For your information/interest
IMHO In my humble opinion

LOL Laughing out loud

OTOH On the other hand

PPL People

TT4N Ta-ta for now

TTUL Talk to you later

TIA Thanks in advance

WRT With respect to

YIA You're welcome in advance
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As a general rule, emoticons and abbreviations should only be used for informal e-mail or instant
messaging, and not for business or school e-mail. Also be careful about creating your own emoticons
or abbreviations — make sure the people you communicate with understand these as they can be
easily misinterpreted.

Using References

If other information has a bearing on your e-mail, these should be referenced clearly. Far example,
you might write afirst paragraph:

Further to point 1.2 of the minutes of the Acme Project meeting of September 14th,

e-mail.

You asked, “What is the expected completion date of Phase
present, the expected completion date is January 14, 2004. The
on the critical path for Phase 2.

If you include content in your e-mail, its origin must b

original e-mail at the bottom of your reply, thisis cl
line. See the following example:
Py N

e-mail programs include the
character like “>" or avertical

Dear Mr Zmith

Thank you for your comments on the importance of computer
communications.

= With the introduction of the personal computer and woard processing,

= there has been tremendous growth in cormputer communications. This

= has transformed the way we do business and most importantly how we
= now communicate.

YWe agree. Therefore we have decided to insist on IC3 cenrification as a
reguirement for all our staff. WWe plan to make use of your training facilities.

Peter Piper
Human Resources Department
Acme Engineering

mind. If you are replying to a long e-mail but only need to comment on
eed to include the entire original message; that would burden the Internet
only the relevant portions of the original, and delete the rest from your reply.
when it may be useful to keep the entire original message but use your judgment.

Thereisapr

SO mail programs copy the entire message when you activate the reply or forward option and put
' are ; some do not. Again, use the general rules regarding how much of the original message

ou can direct the recipient to a particular web site for more information on a product or service,
clude the web address (URL) within the message. Most e-mail programs will automatically set this
web address up as a hyperlink so that when the recipient clicks on this link, the web site will then
display on their screen.

Most e-mail programs will also recognize e-mail addresses entered anywhere in the message. As with
web site addresses, when the recipient clicks on the e-mail address in the message, a new message is
created with that e-mail addressin the To field.
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2.2.2
2.3.4
2.3.6

Working with Attachments

Sending attachments with your e-mail gives you the ability to share information with others. However,
when you want to include afile, be sure to consider some general guidelines regarding attachments:

= Try to keep the attachment file size as small as possible. The size of a message when received is
based on how much text is part of the message and the size of any attachments. Remember that
most 1SPs limit the size of any message to between 2-5Mb; this will slow down your e-mail
program to send the message initially, be stored at the mail server, and then when retrieved by the
recipient.

= Consider what the attachment is and whether it should be sent via e-mail to someone. ance,
if you want to send a copy of alegal document to someone, it may be mor d this
copy using traditional methods (e.g., courier). The more secure or confid [
may want to protect that document from being accessed and used by want a copy
of that document.

= Will the recipient be able to open and view the attachment? Thi er at the time they
receive the message or after they save the attachment to alocation system. For instance, if
you are sending a presentation file for review, does the recipient have PowerPoint installed as well
as media capabilities and enough memory to be able td entire presentation? If you send a
picture that was created and saved in a dedicated g i n'program, does the recipient have
the same program at their end? Occasionally yo 0 consider the file type and whether
the file can be saved in a generic format t on all systems. Also consider that you
may need to consider whether the file e operating system (Windows, Mac OS,
Unix, etc.) at the other location.

= |f the file is available from a web an i et, consider typing (embedding) the address or

URL for this file. The e-mail grogr rn this address into a link (in some cases you may
need to set this up manuall e recipient clicks on this link, the file will automatically
open and display on the scr or » This can be much faster than sending them the entirefile,

especialy if they don’ghave th are program to open thisfile.

= Also consider th
programs do

that the recipient may be using to send or receive e-mail. Some
ge attachments while others may block any graphics, media items
ovies, etc.), or embedded links. As such, your message will only
impact of your message is lost for this recipient. In a situation as such, it

refers to the process of sending any unsolicited e-mail messages to many recipients to
products and services or for political/religious purposes. Spam mail is often referred to as
mail. People or companies who send these types of messages are called spammers.

Spammers buy the e-mail address list from companies that specialize in e-mail marketing. These lists
can be generated by using software programs that harvest or collect any e-mail addresses that appear
on personal or business web sites. They may also generate random e-mail addresses for a particular
site with the intent that some of these addresses will be real e-mail addresses.

It is natural for companies to want to market their products. Associated companies would also like to
“keep you informed” . Reputable companies will have a sign-in marketing policy. In other words, they
will ask for your e-mail address, and for permission to give it to other companies who sell associated
products and services. However, they will only use your information if you sign in, i.e., give your
permission. Thisis becoming the accepted norm for the Internet.
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At the same time, most e-mail programs have a filtering feature that allows you to block spam or other
junk e-mail. Many ISPs also have this feature set up on their mail servers so that the most common
types of spam mail are blocked before they even reach your e-mail inbox. Many people believe it
should be the ISP’ s responsibility to try and block as much spam mail as it can before it reaches any
user. The Internet also provides some smaller programs that you can download and install that can
help to block ather spam types of messages that your e-mail program or ISP filtering program doesn’t
catch.

In the meantime, some ways you can avoid being placed on a list that could result in
spam messages include:

receiving

b site
give your

ou visit
@)

= Do not let your e-mail address appear on e-mail marketing address lists. Wh
that asks for your e-mail address, be sure to read the company’s privacy:
e-mail address when the company guarantees your privacy.

= Set up an e-mail account with a web-based e-mail program that
requests. This method separates the e-mail you may actually wa
based e-mail program, you can delete all the junk mail messages

these types of
ou check the web-

= Do not respond to any e-mail that you consider to be jun
they will remove your name from their address li
confirming that your e-mail addressisreal. Askin
generate more spam mail than before.

il. Even though the company says
hat you are actually doing is
rom amailing list may actually

= Avoid putting down your name and e-mai
attending an event and they want your
want to do this, especially if you don’t

public lists. For example, if you are
il address on their mailing lists, you may not
ere else the list might also be used.

= Avoid giving your e-mail address forums or newsgroups. These places commonly
exchange information. If yo e your address in one of these online areas, try to
disguise or camouflage t hanging the structure with extra text, e.g., j_smith at
hotmail dot com, j-smith-no! mail.com, etc.

Understanding ette

2.3.8

s more than just using e-mail; it also includes using chat rooms,
r web pages. Good manners (good netiquette) should apply to all Internet
of whether it isbusiness or personal communication.

Communicating
mailing lists,

iquette by Virginia Shea, the author lists the following “The Core Rules of

Remember the Human

Adhere to the same standards of behavior online that you follow in real life
Know where you arein cyberspace

. Respect other people’stime and bandwidth

Rule5:  Make yourself ook good online

Rule6:  Share expert knowledge

Rule7:  Help keep flame wars under control

Rule8:  Respect other peopl€e’ s privacy

Rule9:  Don't abuse your power

Rule10: Beforgiving of other people’s mistakes

In general, the rules discussed previously for e-mail should also apply to all forms of communication.
Do not fall into the trap of behaving badly online just because there is a certain anonymity on the
Internet. Try to treat others in the same manner that you would want to be treated, online or in person.
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Identifying Common E-mail Problems

IC

2.3.2
2.3.8

As with anything on the computer where a large number of requests are being made, there will be
some problems that may occur when working with e-mail. Some of these you can troubleshoot and
resolve on your own; some may require additional software or maintenance on software.

Messages Not Being Sent or Received

If it appears that no messages are being sent or received, this could be an indication the mail
server at your ISP is not connecting to your system for some reason. Check the cabl
that connect at the back of the computer as well as to the wall, either for your teleph
wireless connections. Check that the power cords for any modems or wireless ged in

completely, both at the back of the device and for the plug.

ur connection
erences in one of
e on the correct |IP

If this doesn’t solve the problem, start the e-mail program and check the
to the ISP for mail. This can usually be found in a command called
the menus in the e-mail program. You may need to call your ISP
addresses to use for your incoming and outgoing mail servers.

If the information in the incoming and outgoing mail serv not been changed, call the ISP
to ask if there are problems with the mail server. If therg with the mail server directly,
you will be directed to technica support. When you ne in technical support, they will

ask you for your e-mail id and password so they r line on their systems. They will then
work with you to solve the problem. \

Problems with Attachments

Attachments can sometimes present lems with e-mail than expected. Based on size
limitations, even though it may app e message with the large attachment was sent from your
system, it may be blocked at th j| due to the size limitation. The recipient may then not get
the message and attachm cor

If you cannot send
result of the level of
can help to prev 0
options in y il
message
name to

achments or open those with received messages, this could be a
n your system. Many e-mail programs have a security feature that
armful files from being saved or opened on your system. Check the
ram to see if the security level is set too high; be sure to check each
hen you receive it before opening it as well as looking at the attachment file
ou don’t inadvertently activate a virus that has been attached to the message.

Overflow
nternet e-mail has become ubiquitous. Many people suffer from Inbox overflow as a result.
0 eive hundreds of e-mails every day, you simply don’t have time to read them and respond if
y. There is no time to clean out the Inbox by filing the necessary e-mail and deleting the junk
il. Inbox overflow needsto be addressed at several levels.

With the amount of spam or junk mail being delivered to everyone on a daily basis as well as the
potential of infected messages, inboxes can become full very quickly. An indication that an Inbox may
be full isif you receive an error message indicating the mailbox is currently unavailable. Try sending
the message to the person again after a bit of time to given them a chance to clean out their inbox.

Individuals need to maintain their Inboxes on a regular basis and not allow them to get out of hand.
The company or school should provide the individual with training on how to maintain the Inbox and
what facilities the e-mail program has for archiving and filtering out junk mail.

Use the Reply to All feature with discretion. Do all the people in the e-mail really need to get your
reply, or will it just contribute to their Inbox overflow?
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Also look at whether you need to set up the Received or Read Receipt feature with every message.
Having this feature activated means a message is sent to you each time a sent message is received
and/or opened by the recipient. Do you really need to be notified every time a message you send is
received or opened?

Companies can set up generic e-mail addresses, whenever feasible, to direct or manage user feedback
or requests, eg. info@ourcompany.com, saes@ourcompany.com, orders@ourcompany.com,
feedback@ourcompany.com, etc. Then more than one individual can be assigned to manage the
messages arriving.

Auto responders are useful for reducing the workload of individuals. E-mail server up to
send an automatic reply to messages sent to generic e-mail addresses. In many ¢ the st dized
reply is al the client needs. The auto response text should nevertheless give the t option of
contacting an individual if additional information is required. Be careful j responders
with individual e-mail addresses as these will aso respond to junk mail ing them that
your e-mail addressis active.

Delivery Failures

ess doesn't exist at that domain,
eceive the delivery failure error
ine what the problem may be. The

There are usually two types of delivery failures: either the
or there is a problem with that mail server for that domai
message from your mail server, read the contents car
error message will identify whether the probl mail address used (i.e., mailbox not
available, e-mail address doesn’t exigt, etc.) roblem with the domain mailbox (e.g.,
mailbox is being serviced, too much traffic a er, domain does not exist, etc.).

Check the e-mail address and domain om re they are spelled correctly. If the contact has
changed, you will not know this without contacting

name.

One of the other considerations
sent, it is possible that th
the mail server. Thi
“flooding” mail
situations like thi

ith the number of people going online and messages being
y or conflict when the message is being sent and received at
rue if a virus has been activated in one message and is now
infected mail based on the instructions in the virus program. In
mmon for mailboxes to become full within minutes of deleting other

messages, an message cannot be delivered due to the full mailbox.
If you il address is correct and working, try sending the message again after a bit of
time to be delivered. Chances are that if the mailbox is full, the IPS and user will be

spending ti g to clean this up so valid e-mails can be delivered.

essages

e messages that appear to be garbled or mixed up when you receive them. Sometimes it may
asif part of the message is missing. These types of problems stem from the mail format being
used for sending or receiving messages. Many e-mail programs give you the flexibility to switch
between plain text or HTML format. Using the plain text feature keeps messages small in size but they
may not be very exciting to look at or read. Using HTML format displays messages in a similar
manner to looking at a web page on the Internet. This format, however, can slow down the delivery of
messages as well as how quickly the message displays.

Responding in Haste

Because e-mail is so fast and convenient, there is a tendency to quickly rush off an e-mail and then get
on with your work. Such hasty replies frequently suffer from text that is not quite clear, or if you had
taken the time to reflect or discuss with colleagues, your reply would have been different.
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Most times a hastily composed e-mail is only inconvenient and reflects poorly on you. But in extreme
cases, a hasty reply could lose the company business or even lead to litigation. Take thetime toread a
message completely before instantly replying; this will give you the best opportunity to understand the
context of the information and decide what type of reply to make.

Communicating Appropriately

There is oftentimes a certain blurring of the line between professional and informal col
The Internet is affecting our lives in many ways and it may well be that eventually t orms for
professional communication may change. Companies and schools can have differen hes and
this can be confusing. For instance, you may develop a friendship with someon
your vendors or at another school. Informal messages between the two of you ipappropriate

to others in your office or school. Also, sending jokes or quotes to your col s may also
be considered inappropriate or aform of spam, depending on company or

Be careful regarding the writing style and tone used in your messg ry to use a formal
writing style and maintain a professional relationship when dealing wi ss. Even if the recipient

iations or emoticons if
a paper trail and as such, when
t on you and your company or

is someone you know very well, refrain from using the
sending a business e-mail. Remember that messages are 0
seen by others may be considered inappropriate and ¢
school.

Watching for Potential Viruses i

One of the biggest dangers with attachmen
attachments sent with e-mail messages
viruses but it is a fact of life wh

minimize the possibility of getti
scenario is changing constantly

viruses have been designed to spread when
“One can debate what it is that makes people design
ine”. There are some precautions you should take to
on your system via e-mail. Remember that the virus
appear al the time.

A virus attachment has t file and would have a file extension like “.exe” or “.bat”.
Picture files (“.jpg” o files (“.txt") are not executable programs and cannot contain
viruses. Word pro ts (“.doc”) should be virus-free; however, they can contain macro
viruses.

very astute and can make an attachment look safe, e.g., teddybear .jpg.vbs
e. In the first example, it appears to be a picture file with a different file type
added to the file name; it is the second file type that contains the virus. The same is true for
e where there are spaces after the proper file name. Some e-mail programs do not
e entire attachment name and as such, it appears as if the file is correct and when you try to
, the virus in the .exe portion of the attachment now starts and infects your system.

ecautions you can take include:

Have an antivirus program installed and make sure you check frequently to ensure you have all the
latest updates for this program.

= Usethefeature in the antivirus protection program that scans new e-mail as well as your outgoing
mail, in case there isavirus on your system that is sitting dormant until something activatesit.

= Do not open attachments from people that you do not know.

= Some viruses appear to come from people you know. Do not open attachments even from people
you do know where it is not totally clear from the e-mail message what the attachment is, e.g., a
message with no content, suspicious subject matter, etc. Instead, call them directly or send an
e-mail and ask about the attachment.
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= Never install anything that an attachment tells you to do until you have scanned it with your
antivirus program to ensure it is safe to install. If you are unsure, always check with a technical
support person prior to proceeding with any installations.

There are frequent false virus warnings stating dire consequences and you are asked to forward the
warning to al your friends and colleagues. The message may also say that the virus was not detected
by any of the major virus protection programs (e.g. McAfee, Norton, Dr Solomon, etc.). This is
because they are not actual viruses. These are examples of hoax viruses and are considered just as
damaging as areal virus since they cause many people to begin sending messages to al their contacts
to warn them of same. By the same virtue as an e-mail virus, mail serversthen get cl ith all the
traffic from these messages.

Fortunately, most of these hoax warnings are harmless enough. However, es will
ask you to search for the virus file on your computer and then to delete it, e turns out
to be an essential file that your computer needs.

If you are not sure of any virus threat, visit the web sites of the sup
have extensive information on viruses and hoaxes.

irus software. They

Summary

In this lesson looked at electronic mail and basic e- tals. You should now be familiar

with the following:

= What electronic mail is
= Differences between internal & extern
= The structure of an e-mail address
® Recognizing what to enter when,cr

ng different e-mail options
Understanding what attachments are
How to use e-mail appropriately

= Advantages and disadvantages of using

message e-mail
Review Questions
1. List some bengfit tronic mail (e-mail).
2. What'sthedi C ween internal mail and Internet mail?
3. Ex the following e-mail address means. j_smith@specialevents.org

entify e following image where the addressing field(s) may be:
’l‘; New Message

© File Edit Wiew Insert Format  Tools  Message  Help

. = . & ¥ 0 . B =2 5
Send Check.  speling Aftach  Priority Sign Encrypt  OFfline

To |
Co |
Subject: |
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5. What'sthe difference between using Reply and Reply All?
a.  Reply sends aresponse back to the sender and Reply All sends a response to everyone
who received the message
b. Reply sends aresponse to everyone listed in the messages whereas Reply All sends a
response to everyonein your contact list
c. Reply sendsaresponse back to the sender and Reply All sends a copy of everything
included with the message back to the sender

d. Nothing

6. When sending a business e-mail, what should you consider when writing the message”

a  Writing style should be formal
aesent shouting

b.  Subject text should clearly identify the topic for the message
c. Keep the message brief and concise
d

Avoid any personal, overly emotional, or using upperc
tones

e. All of the above

7. What is spam?

Use Reply or Reply to All wit
Limit the number of read recei

Use generic e-mail ad
other users

. Becareful about u
f.  All of theab

oo o

9. What aresomep can take to prevent being infected with a virus?
a Makesure irus program is current

S oNn your system

attachments from people you don’t know

install an attachment unless you know it is safe to do

the above

Onlya, b, orc

b
c
d.
e

's the difference between a virus and a hoax?
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Lesson 4 Usmg Mlcrosoft Outlook Express

A b gt S S

Ob]ectlves Suggested Timing: 3 Hours

In this lesson you will work with Outlook Express to send and receive messages, as well as enter contacts. On

successful completion, you will be familiar with the following:

= What Outlook Expressis = Work with attachments

= Recognize elements on the screen = Sort and manage your messages
= How to send and receive messages = Search for messages

= How toreply or forward a message = Work with the address book

= How to send an attachment with a message = Understand mail maintenan

The following exercises are designed for Outlook Express and assume you
external mail server. Please check with your instructor to determine th
in the class to perform the exercises. If you are using another ¢
Express, please note that the concepts remain the same although
location where the command can be found, or how they can be

What is Outlook Express?

an internal or
you will be using
other than Outlook
ands will vary in name,

Outlook Express is a program primarily used for e up contacts. As it is included with

Windows, you need only to set up how e-mail will be handied on your system
Provider (ISP) or the network administrator.
also allows you to subscribe or sign up to n
messaging using the Microsoft Wind

and forums, as well as take advantage of instant
program. The Windows Messaging program is

similar to MSN Messenger and must for access on your network. Outlook Express is

sometimes referred to as OE.

As Outlook Express is availabl

indows-based computers, the program has been designed to

be used by multiple users@rithis col such as afamily. Different e-mail accounts can be set up so
that each family m C e or send their own messages instead of using a global family

account.

Outlook Expr e of the features available in Microsoft Outlook but these are not the same
programs. uttook is part of the Microsoft Office suite of programs and allows more
flexibili aresult. Outlook Express was designed to allow you to quickly set up and

ent where Word and Excel are also required.

tlook Express, use one of the following methods:
ick Start, All Programs, Outlook Express.

Double-click on the Outlook Expressicon on your desktop.
= Click on the ) icon from the Quick Launch bar on the taskbar.

Once Outlook Express is started, the following screen appears. It isimportant
these screen components for easy navigation and use.

LIVING ONLINE 1118-1

others without needing a further program. Microsoft Outlook is generally used in

to become familiar with

© CCI LEARNING SOLUTIONS INC.



USING THE INTERNET

Title
Bar

Folder
List

¥ Inbox - Outlook Express

. File  Edit i Tools
A Y
© Create Mail Reply
i

Y
Folders x

I“_;i] CQutlook Express

= @ Local Folders
& Inbox
@ Oukbox

@ Sent Ikems
(@ Deleted Items
B Drafts

Contacks

There are no\contacts ko
display, Click onXontacts ko
create a new cokack,

45

Menu Folder Columns Information
Bar Banner Toolbar Buttons Viewer
Messe Help ,ﬂ'
G w8 - x = Y B
Reply Al Forveard Print SendiRecy Addresses Find
Y @ ¥ From Subject Receiwed -
59 508 Wong I3 Web Site 1,|'20,|'2p05 1013 ...

From: Sue Wong To: studefitl@ccilzarning.com
Subject: 1C3 wWeb Site

| found out the w
promating digi

site for the company who sponsors the IC3 Cedification and is
literacy to everyone.

The site i certiport.corm A

A
1 medsage(s), 0 unread = \warking Crline A
Contacts Split Bars Preview Pane Statl.:s Bar
Title Bar Locat ‘thé screen, the title bar indicates the contents of the
windo ox - Outlook Express).
Menu Bar e title bar, this bar contains the names of menu items (File,

Toolbar

Folder
ist
S
t Bar

Column Buttons

Information Viewer

Preview Pane

Status Bar

© CCI LEARNING SOLUTIONS INC.

etc.). Each of the displayed menu items contains a different set of

en activated, the toolbar is |ocated below the menu bar. It gives you quick
access to frequently used commands.

L ocated above the Information Viewer, this bar displays the current
components or folder activated in Outlook Express.

Displaysalist of folders.
Displays your contact list.

When you place the mouse over the bar, the pointer becomes a double-headed
(I or ) arrow. Drag this bar to adjust the size of the Outlook Bar, Folder
List, Contact List, or Preview Pane.

These buttons organize information displayed in the information viewer.

The main area below the column buttons and displays information for the
selected component or folder.

Displays the content of the selected item.

Located at the bottom of the window, the status bar provides information on
the number of items stored in the folder.
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Using the Folder List

iC’

2.2.4

3

The list of folders at the left side of the Outlook Express window is designed to help you organize
your messages, as required.

Inbox All new or opened messages are displayed in this folder. Falders x
Outlook Express
Outbox All messages to be sent are displayed in this folder. E;ﬂ@ o
Sent Items Copies of the messages you sent are displayed in thisfolder. % ::;Ex
Deleted Items Messages that have been deleted from any of the other @ sent leems
. . 13 Delsted Items
folders or contacts from the address book are displayed in B Drafts
thisfolder.

Drafts Unfinished messages or messages you don’t want to
folder.

yed in this

These are the default folders that Outlook Express provides for
items in Outlook Express. You can also create new folders to help ol
messages you receive or send.

messages or other
manage the amount of

To create a new folder, click on the folder where RN
the new folder will be placed and then use one of | Falder name:
the following methods: |

n %Iect F”e, F0|der and then New. ‘ Select the folder in which to create the new folder:

= Press(Ctr)+(Shif)+{E).

0K

X
ok ]

Cancel

¥ Outlook Express
=0 Local Folders

&2 Inbox
= Right-click on the selected folder % Outbox
click on New Folder. ‘g e
B Drafts

When y nger want a folder, you can delete it to the Deleted Items folder. To delete a folder,
select the then use one of the following methods:

ect File, Folder and then Delete.
I nthe .= button from the toolbar.
Press the (Delete) key

Exercise

Click on Start, All Programs, Outlook Express.

Click on the Inbox folder in the Folders List pane.

Select File, Folder, New.

Ensure that Inbox is selected in the list and then type your name in the Folder name field.
Click on OK.

1
2
3
4
5
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Sending Messages

iC

2.2.1
2.2.2

2.2.6

The folder list should then appear similar to: | Folders X
%3] outlook Express

=1 Local Folders

=2 Inbox

£ Student
@ Outbox
ﬁ Sent Ikems
3 Deleted Items

B} Drafts

We have used Student for the name of the folder in this exercise. Whenever you see this fol own in

a screen or mentioned in an exercise, change this to your name as per the instruc in step 4.

The process to send a message is similar to the manual process ing a letter. The main
difference is that e-mail is done electronically from your computer. to be set up with an
e-mail account before you can send or receive e-mail. The mail service ect will also depend on
how quickly or often you may send or receive messag message to someone takes the
following steps:

1. Create anew mail message.
2. Address the message to the person(s) who

This should be the full e-mail addr e C t(s). If the contact exists in your address

the address book and select the name(s).

book, use the [ Te:  and [E Ce: nsto
3. Type the text for the m y formatting changes as required (e.g., bold text,
indented paragraphs, etc.). If to e-mail someone a file, you can attach it to the mail
message.
you

4. Spell check and pro e to catch any spelling or grammatical errors.

5. Sendthem
es to the Outbox where it is temporarily stored until retrieved by the
I e intended recipients. This can be handy if you want to work offline (not

Once the m
h ) and store all outgoing messages in the Outbox until you are ready to actively
send th .

format is the default format for new mail messages. This generally alows you to
other Ttems included in the message other than regular text. To change the default option,
at and then Plain Text, if required. When using plain text, you cannot apply any
ing; however, the recipient will be able to successfully open and read the message text,
ly if they are using an older e-mail program. Unfortunately not al e-mail programs provide the
e options for the message format and some programs only recognize the plain text format.

As such, be careful when choosing the mail format for your messages as your recipients may not be
able to see the same features and will only see plain text. This is true regardless of which computer
environment you are using, e.g., PC, Mac, Unix, etc.

To create a new message, use one of the following methods:
= Select File, New and then Mail M essage.
= Click onthe ..t button on the Standard toolbar.

" Press(CiH(N).

= Select Message and then New M essage.
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Recipient(s) of New Message
New Message Toolbar

B= New Messag:

¢ File  Edit  Wigw Insert Format  Tools  Message  Help i
= & v 6 ¥ . B =2 %
Send Check  Spelling Attach  Priority Sign Encrypt  Offline

G To: |

G o |

Subject: |

|

Formatting
Message Toolbar
Pane

Y ou can also click on the down arrow of the ... button

essage, New Message Using to
ent effect in your message; be
your message appears with the
screen below has more color at the top

B New Message EI[EI['EI

v
i

3

File Edit “iew Insert Farmat Tools Message Help

= | % 3 9| s w0 ¥, =z =

Send Paste Check  Spelling Attach  Priority Sign Encrypt

To |
oo |
Subject: |

£
b

ou have other stationery available on your system or downloaded from Microsoft’s web site, you
can select one of these as an alternative.

Once the new message window appears on your screen, you will need to know the e-mail address for
the people who you want to receive this message. In some cases you will know the e-mail address and
want to type the address in directly. In other situations, you may want to choose a name for the list of
contacts stored on your system.
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To accessthe list of contacts from the new message window, click on the [ To: or B = buttons.

Tvpe name or select From lisk;
|
Main Identity's Contacts w Members:
Name - E-hail 2
EZ] Alan Thomson athomso
Bruce MclLean bruce_m
EZldahn Smith jsmithd4!
Leslie Lee lezleedE.
Margaret Jones raggie_
Tech Suppart techsup)
< > a
Mew Contack ] [ Froperties ] < >
[ [o]4 ] [ Cancel ]

Use one of the following methods to select the cont the message and then click on the

appropriate address button:

= Toinclude everyone in arange of nam M st name in the list, press and hold the
key as you click on the last nam ist. Everyone from the first to the last name should
now be selected.

®=  Toselectindividual names

receive the message, then

message.
You need to select the n address field to be included with the message. For instance,
once you select the to receive this message, click on the To button. You will then
need to select the receive a copy of this message and then click the Cc button. If you
want to select n ve a blind carbon copy (Bcc) of the message, either select the names from

of contacts, click on the first person you want to
the (Ctr) key as you click on each contact to receive this

thiswindo , All Headers.
Remem text for the Subject field brief as you want the recipient to know what the
content 0 e isand to eventually read the entire message.

ing the Message Text
matting toolbar is located above the message pane where you can enter the text for your

e. This area works very similar to entering text into a word processing document. Formatting
ures can be applied either as you type or after the text is entered. If you choose to add the
formatting after the text is typed, be sure to select the text first.

Applying formatting features gives the message a more professional appearance and can be used to
emphasize different areas where you want to draw the recipient’s attention. However, be careful about
what and how many features you add as the message text can become very distracting quickly. As
well, if the recipient is using the Plain Text mail format instead of Rich Text, they will not see any of
the formatting features you applied to the text in the message.

Please refer to the Appendix at the back of this courseware for further details on the buttons in any of
the Outlook Express toolbars.
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Proofing Your Message

Outlook Express has a spelling feature that will check for misspelled words or those words which are
not commonly found in a dictionary, e.g., names, computer terms, medical terms, abbreviations, etc.
Outlook Express does not have a grammar check feature though, so the onus falls on the user to ensure
that any messages you send out are clear, concise, and are the correct word. For instance, the spelling
feature will check to make sure the word is spelled correctly but will not check the context of the
sentence to ensure you have used “there” instead of “their”, or the contraction “it's’ to represent “it
is’, versus the possessive form for “its’.

Y ou should always try to maintain a professional manner in your messages, even if t people
you know very well. This will project you in a positive light as well as your company or t oduct

and service you provide to others.

To activate the spelling feature, use one of the following methods:

= Select Tools and then Spelling.

= (Click onthe .7, button in the New Message toolbar. °
Press(F7).

Spelling

Mot In Dickionary: | IC3

Change To: 1|
Sagestons: |
o ) [ Ignore ] [ Ignore Al ]

ICE

IRe | change | [ change all |

i v

Cancel

Not In message that Outlook Express does not recognize in the
Dictionary '

ChangeTo geste ge based on the list of wordsin the Suggestionsfield. If you want

Suggestion
own in the Not In Dictionary field.

Ignore nore this occurrence of the selected word. Use this when you want to keep this
ccurrence as is, and have Outlook Express find other occurrences where you might

want to change the word or spelling.

Ignore all occurrences of the selected word. This could be used for company names,
people names, etc.

ange Change this occurrence only to whatever is selected in the Change To field.

ChangeAll Change all occurrences of this word to whatever is selected in the Change To field.

Add Add this word to the current dictionary. Use this for words that may be specific to
your business, industry, or needs so that Outlook will not mark it each time it finds it
in any message.

Suggest Suggest or show more spelling choices for the word in the Change To field.

Options Similar to using the Spelling tab in the Tools, Options command, set up how the

spelling feature should work.
Undo Last Undo or reverse the last change made during the spell check.
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|!!| Exercise

1 Click onthe ..iw button on the toolbar.
A new message window will be displayed on your screen.

2 Typeinthe email address, provided by your instructor, for each of the other students in the class
inthe To field.

In the Ccfield, type in the e-mail address for your instructor.
4  Type: IC3 Web Site in the Subject field.

Type the following text for your message (type the web site address without
as Outlook Express will automatically change it to a link the moment you

ing any underline

I found out the web site for the company who sponsors IC3 Ce
promoting digital literacy to everyone.

The site is www.certiport.com.

6 Clickonthe ., button to check for any spelling errorsi rm
e.

7  Make correctionsto any spelling errors that may exist
8 Clickonthe % button. °
@ Practice Exercise \
Press (Ctr)+(\).

1

2  Addressthe new message to YOl |ass.
3 Type: June 15 Meeting fO% t.

4

Click in the message area an following text:

ed shortly for the meeting on June 15th. We are still

lick 0 = DUttON and correct any spelling errorsin your message.

onthe = button.

tihg the Priority

Jn occasion you may need to send a message with high priority in order to ensure that the recipient
notices the urgency of this message. With external e-mail there is no control as to how the priority
messages are delivered if the general setup is no priority preference. However, an icon (! for high
priority and 1 for low priority) will appear with the message to indicate a setting has been made so it
may help the recipient identify this.

=  Select Message, Set Priority, High.
= Click the down arrow of the .., - button and then click on the appropriate priority level required.
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|!!| Exercise

1 Click onthe ...w button on the toolbar.

2 Address this message to everyone in the class.

3 Type Answer Required Immediately! in the Subject field.
4 Type and format the following text for your message:

We have been working with Outlook Express for a while now. Is there a ch e will
get a short break soon to discuss and absorb the information?

<Your Name>

Press(F7) to check the spelling of your message.

Click onthe .2 button.

o N O O

Check to seeif you have any new messages.

Notice how the new message arrives with the !

Receiving Messages

Received messages will be displayed in t ation Viewer and an envelope icon (B=) will be
E displayed next to any new unopened 4 , as well as in the status bar. Outlook Express

2.2.1 provides you with the option of openin in a separate window or using the preview pane to
view the contents.
When you want to check if you r ed any messages, use one of the following methods:
= Select Tools, Send el d then Send and Receive All.

= Click onthe ... -

as finished sending and receiving al messages, the new messages appear in the
Viewer area of the Outlook Express window. The Inbox folder also displays a number in
that indicates the total number of new messages just received.
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2.2.1

¥ Inbox - Outlook Express

© File Edit View Tools Message Help #
¥ . & & w8 4 x = ., B
© Create Mail Reply Reply Al Forward Print Send/Recy Addresses Find
Folders x|y @ % From Subject Received  /
L3l Outlaok Express £21 Sue Wang IC3 Weh Site 1/20/2005 10:13 ..,
= () Local Folders 4 Student2 June 15 Meeting 1/20,2005 10:3...
=% Inbox (1)
$E1 Student

@ Oukbo
Kf:"l Sent Items

(& Deleted Ttems

B Drafts
From: SueWong To: studentl@ccilzarning.com
Subject: IZ3Web Site
- Ly
QEEEE * 11 I'found out the web site for the company who sponsors the 1C3 Cerification and is
There are no conkacts ko promating digital literacy to everyone.
displary. Click on Cantacts to
create a new contack, The site is www. certiport. com
W
2 message(s), 1 unread @ Working Online B=A 1 new message(s)
Notice that Outlook Express also shows you the conte 7 st message in the list in the Preview

changes from closed to open (i3). As
ge will appear in the Preview Pane. This
lecide whether to read the entire message or
e Information Viewer and the Preview Pane

gives you the opportunity to see part of the
move onto another message. Use the split b
to show more of less of each.

Pane. If this was a new message just opened, the envelop
you click on each message (or press the (3) k N
e

You can also open a message to tents by double-clicking on it instead of using the
Preview Pane. Opening a m call be advantageous if you want to see any notes that Outlook
Express may provide with a m whether the attachment was blocked, etc.).

Replying to a

" you can choose to reply to the message, either to the person who sent

Once you haver
i yone who was addressed in the original message.

it to you ori
Torepl se one of the following methods:

and then Reply to Sender.

Select M essage and then Reply to All.
= Clickonthe .%. button.
= Press(Ctr)+(Shif)+(R).

After replying to a message, Outlook Express displays the @ icon next to the message in the Inbox to
reflect that you replied to this message. The icon is the same regardless of whether you replied to the
original sender or to everyone addressed in the message. Notice that the arrow in the icon pointsin the
same direction as the command.
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L!!' Exercise

1 Click onthe IC3 Web Ste message to display it in the Preview Pane.
2  After reading the message, click the .. button.

BS Re: IC3 Web Site

© File Edit wiew Insert Format Tools Message Help {0
= E] i£) & 7 0 . R =4 = »
Send Paste Check  Spelling Attach  Priority Sign Encrypt  Offline

iI=H |suewong@ccilearning.com
cc |student2@ccilearning.corn
Subject:  [Re: IC3 Web Site

0

arial v|[io »| E B I U A | iZiZ ££ 42

————— Original Message -—

From: Sue Waong

To: studentli@ccilearning.corm

Ce: student2@ccilearning.com

Sent: Wednesday, February 23, 2005 9:15 AM
Subject: [C3 Web Site

| found out the web site for the company who sponsors the IC3 Certification and is promoting digital literacy
to everyone.

The site is www. certiport.corm

The reply will be addressed to th
the text area.

&er and the original message will be displayed in

3 Inthe message area, type: nk the information - I was given that information earlier
this morning but haviag this elpful.

4  Clickonthe =

ton.
@ PracticﬁE
J

1 Cl Meeting message.
This ould now appear in the Preview Pane.

Ing the message, click the &, button.

er read
the message area, type: Thank you for the update. I look forward to receiving the agenda at
your earliest convenience.
Q Click onthe £ button.
Forwarding a Message

E Use the Forward option when you receive a message and it can be handled by someone €else, or if you
want to send a copy of this message to someone else who wasn’t addressed in the original message.

2.2.1

To forward a message, use one of the following methods:
= Select M essage and then Forward.
= (Clickonthe ... button.

= Press(Ci}(E).
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Attaching Files

L....J Exercise

piC

2.2.2
2.2.3

The message can also be forwarded as an attachment, requiring the recipient to double-click on the
attachment file indicator in your message before they can see the contents of the message. Thistakes a
bit longer on the recipient’s part but does also provide a means of preventing others from seeing part
of the contents when the message is received. It can also be handy if the recipient wants the option of
being able to open the attachment at a later date.

After forwarding a message, Outlook Express displays the E@ icon next to the message in the Inbox to
reflect that you forwarded this message to someone else. Notice that the arrow in the icon pointsin the
same direction as the command.

Click on the IC3 Web Ste message to select it.
2 Clickonthe ..%. button.

Notice how the response has no name in the To field and the ori
text area. The Subject field now also shows the FW: text as are
this message to someone else.

e is displayed in the
hat you are forwarding

Type the following in the message area:
I will be checking out this web site to fi nformation about this new digital
literacy standard.
Let’s set up a time to meet re ar&e standard next week.
5  Send the message.

Address thisto your instructor.

Occasionally you may w.
information provided |

to an e-mail recipient for their reference or to supplement the
Most people will appreciate receiving afile they can read at their
ead a very long message.

The file can be ile available on your system; the only restriction is whether the recipient
has the app to open the file. Be careful about the size of the file(s) and whether the
total siz with the attachments can be sent or received at either location.

of security patches (and continues to do so on an ongoing basis) to try and prevent the
f avirus becoming active or someone, commonly known as hackers, trying to “break into”
r em. If the security level is set too high, you will not be able to send or receive any
hments with messages. If the security is set too low, you will then become very vulnerable to
uses or hackers.

To check the security level set for your system, select Tools, Options, then click on the Security tab.

Before making any changes here, always check with the network administrator in your office or school
(or instructor) to ensure this feature can be changed. If you are using Outlook Express on your own
system, before making any changes, ensure you have an antivirus program installed and it is current
and active to protect you against incoming mail that may be infected. Also set up your antivirus
program to scan your outgoing mail so that it can also detect if any of your attachments or messages
are infected.
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Be sure to run a scan of your entire system on a weekly basis to ensure none of your files are infected;
not all viruses come with e-mail! Some viruses can live in a variety of files in a dormant state until
something triggers the virus and it begins to infect different areas of your system.

To attach afile with a message, use one of the following methods:
= Select Insert and then File Attachment.
= Click onthe .. button on the New Message tool bar.

Y ou can then choose the location of the file to be attached and select it. You can attach'one file at a

time, or select multiple files at the same time.

Insert Attachment

Look ir: | (23 I3 Mod C Files ~ O T

B car Expenses - Personal, s
@Exemplary Customer Service (draft), ppt
IE"Jl‘ﬂonthhﬁ Sales,xls

@New Rearq Proposal.doc

File name: abie laga.wmf
Files of type: | &l Files (7] v

[IMake Sharteut to this file

If you decide the attachment does not n t, use one of the following methods to remove the

attachment from the message:
= Select thefile namein the At
= Right-click on thefilen

en press (Deke),

field and then click on Remove.

Opening Attach

When you receiv an attachment, Outlook Express will display a @ next to the new
message in the InbOX. iew Pane will also display a ¢ button at the far right of the message

er that there is an attachment with this file.

From: Studentz Toe studentl@ccilearning. com y-
Subject: Cutomer Service Seminar j
~

| have attached the beginning of a presentation for the Customer Service seminar that
we would like to use for traiing purposes.

It would be greatly appreciated if you could add further information and then format the
presentation for the slide show. ¥When you're finished, kindly send a copy to me for s

e security on your system is set for high, you will not be able ﬁ

to access the attachment when you click on this button.

. . B Exernpl ice (craft) pp...
You will need to change the security before the Attachment | o) xemry Custamer Servic (draft)po

button will display the attachment as available. Save Attachments. ..
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You can also choose to save the attachment by clicking on the Save Attachments command in the
Attachments menu. This then allows you to view the attachment as a separate file later when required.
Use the Save To field to determine the |ocation where the attachment will be saved.

Save Attachments E|E|

Attachments To Be Saved:

',._é Exemplary Custo > (draft).ppt {1 )

‘

00Se to open or save the

Save To
|C:'|,My Documnents | [ Browse, ., ]

Alternatively, you can also open the message by double-clicki
attachment from this view.

on it

& Customer Service Seminar

. File Edit WView Tools Message Help
g & 48 - X Q ' oY
Reply Reply &l Forward Print Delete Previous Mext Addresses
From: Student2
Date: Thursday, January 20, 2005 10:48 AM
To: student1@ccilearning.com

Subject:  Cutomer Service Seminar
Attach: @Exemplary Customer Service {draft).ppt {18.4 KB}

Ead
| hawe attached the beginning of a presentation for the Customer Service seminar that we would like to use
for traiing purposes.
It would be greatly appreciated if you could add further infarmation and then format the presentation for the
slide show. When you're finished, kindly send a copy to me for review,
Thank you in advance.
W
Notice acMent is displayed in a separate field with the name and size of the file displayed.
Double-cli

attachment file to choose whether to open or save the attachment.

ave the Service Pack 1 for Windows XP installed, you will see awindow similar to the one at
ou can choose to open the attachment now or cancel the request. In order to save the

t with the message open, you need to right-click on the attachment file and then click on
sin the shortcut menu.

Mail Attachment E|

Do you want to open this file?

lQ:l j Mame: Exemplary Custamet Service (draft).ppt
Type: Microsoft PowerPoint Presentation

Open ] [ Cancel

Alwayz ask before opening this lype of file

harm yaur computer. |f you do not truzt the source, do not open this

@ ‘while files from the Internet can be useful, some files can potentially
file. "hat’s the risk?
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Opening the attachment now will display a preview of the attachment which can be a time saver if you
want to see the information immediately. The file is opened temporarily for the preview; if you choose
to save it within the application program at this point, the file would be saved in a temporary folder on
your system unless otherwise specified.

If you choose to save the attachment (i.e., to scan the attachment for viruses and then open the file
later), Outlook will prompt you for alocation to store this attachment.

Save Attachment As

Savein: | [ IC3 Mod C Files v OB
- 1
:} = Car Expenses - Personal.xls
My Recent L];]Exemplary Custamer Service {draft). ppt
Documents Emonthly Sales.xls
= lﬂ__']hlew Reorqg Proposal.doc
Desktop
My Documnents
e
|
o)
My Computer
‘»‘] File name: Exemplary Custorner Service [draft). ppt A
D
Wy Network Save az type: Adtachment [*.9] v

Save
Cancel

K}

Sl

An attachment that has been saved to
later date, as required, using the tools a

Ex

C
> antivirus program

1

v

ifi

ercise

Send Signatures

Connection

Compoze

Fead Receipts

Security

General
M aintenance

Spelling
Wiz Pratection
Select the Internet Explorer security zone ta uze:

(®) Internet zone [Less secure, but more functional)
() Restiicted sites zone [More secure]
[¥] wamn me when other applications ty to send mail as me.

Do nat allow attachments to be zaved or opened that could
patentially be a wirus.

Download Images
Block images and other external content in HTML e-mail.

Digital 1D=....
Get Digital ID....

[CIEncivet contents and attachments far all autgaing messages

][ Cancel ]

Secure Mail

Digital 1Dz [alzo called certificates) are special
% documents that allow pou to prove your identity in
electronic transactions.
To digitally sign meszzages o receive encrppted
mesgages, you must have a digital 1D

[ Digitally sign all outgoing messages

Ok

LIVING ONLINE 1118-1

ion can be manipulated (edited) or deleted at a
ndows or an application program.

performing steps 1 to 3 in the following exercise to ensure that the
computer you are using.
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2 Click on the Do not allow attachmentsto be saved or opened that can potentially be a virus

option to turn it off.

Click OK to leave the Options dialog box.

Click on the ..Z.. button to create a new message.
Address the message to everyone in the class.

In the Subject field, type: Customer Service Seminar

N o o b~ W

Type the following text in the message area:

I have attached the beginning of a presentation for the Customer Service semin

we would like to use for training purposes.

It would be greatly appreciated if you could add further information
the presentation for the slide show. When you're finished, kindl
final review.

Thank you in advance.

8  Select the words, Customer Service, in the first parag
on the A, button and choose a color of your choice.

9 Click onthe .. button on the New Message tool
10
11

Move to the location where the datafiles for this

Click on the Exemplary Customer Service

_ . =
B Customer Service Seminar

File Edit Wiew Insert Format  Tools Message Help L]
= IET 8 U ] ¥ f B 5
Send Paste Undo Check  Spelling Attach  Priority Sign Encrypt  Offline
To: |student2@ccilearning.com
e |

Subjeck: |Cust0mer Service Seminar

Attach: @Exemplary Customer Service {draft).ppt {18.0 KE)

B 7 UA =

= s =

frial v| [0 v E

| have attached the beginning of a presentation for the Customer Service seminar that we would like to
use for traiing purposes.

It would be greatly appreciated if you could add further information and then format the presentation for the
slide show. When you're finished, kindly send a copy to me for review.

Thank you in advance.

d the message.
will now look at the new message sent to you by othersin the class.

Click on the .5 - button at the main Outlook screen.

confirmation of the new message and an attachment with the new message.

14
15

Click on the new message to view the contentsin the Preview Pane.

The PowerPoint show should run within afew seconds.

16 Click to move from one slide to the next. Then press(Esc) to exit the show.

© CCI LEARNING SOLUTIONS INC.
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mat
to me for

rapé clic e B button. Then click
e are stored.

then click on the Attach button.

When the new message appears, notice the new message shows both B and B icons as

Click onthe & button and then click on the Exemplary Customer Service (draft) attachment.
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17 Click onthe &” button and then click on the Save Attachments command.

18 Use the Browse button to move to where the folder with your name is located. Then click on the
Save button.

@ Practice Exercise

1 Press(Ctri)+(N) to create a new message.

2  Address this message to the person on your right in the class.
3 Type: For Your Review in the Subject field.

4 Inthe message area, type the following text:

I am sending you the draft of the revised logo received from th ent
yesterday. Please review and let me know what you think g n.

I am also sending the two files you requested previously: t
the Car Expenses report for review.

Proposal form and

If you can send me a summary of your comments.on design by the end of the
week, this will give me a chance to review all th ' comments on the new

logo.
Thank you.
5 Select the Reorg Proposal text and I putton. Apply italics for the Car

th
Expenses text. Select the by the end o click on the A, button and apply a color of
your choice.
6 Clickonthe & button onthe toolbar.
7  Moveto the location whereithe files for this courseware are stored.

s, (Ctrl)

Click on the abc logo.file, p and then click on the Car Expenses - Personal, Monthly

Sales, and the New R Pro iles. Then click on the Attach button.

Assume at thisp e you attached a file by mistake.
9 Right-click e Sales file in the Attach field and then click on Remove.
10 Send
11 Cli it~ DUttON @ the main Outlook screen.

lick 0 new message to select it, and then in the Preview Pane, scroll down to read the
e and view the attachment.

tice how only the picture is available for a quick view. You will still need to open or save the
other two filesin order to view them.

Double-click on the message in the Inbox.

Double-click on the New Reorg Proposal filein the Attach field.

Click on Open.

Microsoft Word should now open and display the contents of thisfile.

16 Close Microsoft Word.

17 Right-click on the Car Expenses - Personal file in the Attach field and then click on Save As.
18 Moveto the location where the folder with your name islocated and then save it here.

19 Close the message window.

LIVING ONLINE 1118-1 © CCI LEARNING SOLUTIONS INC.



USING THE INTERNET 61

Managing Messages

As you begin to receive more and more messages, you will need to decide how to keep them
organized. Whenever possible, delete messages you don’t need; however, you may wish to keep some

messages.

There are avariety of options available to help manage your messages from moving them into specific
folders, deleting them from folders or the Deleted Items folder, or looking at different ways to view

the messages or folder items.
he Wactivati ng

e first message to

Selecting Items

E Before you can do anything with any items in a folder, you need to select t

an action, e.g., delete, copy, move, view, etc. Consider the following:
2.2.4

®  To select one message, click on that message.
= To select multiple consecutive messages (listed one after the oth

begin the selection list, press (Shift) and then click on the last m list. All messages
between the first and last message are selected.

= To select multiple non-consecutive messages (anywhe 1), click on one message, then
press and hold as you click on each of the sul ) sages to be selected.

= You can manage your messages with the existi ovided in Outlook Express, or create
new folders and move or copy messages i ; ate folders.

Changing the View for Message

E The view you currently have with e-m ault option available with Outlook Express. You
can also adjust the view by using t View command in the View menu. These views also
are another way to organize t keeping the Information Viewer “clean” to show only

those messages you want tabe li

2.2.1

Current iew 12 ® show All Messages

Sort By 3 Hide Read Messages

Columns. .. Hide Read or Ignored Messages
Lawout, ., Customize Current Wiew, .

Define Views. .,
Group Messages by Conversation

Text Size [
Encoding 3

Previous Message  Chrl+ <

Mexk 4
50 to Folder... Chrl+y
Refresh F5

Show All Messages  Show all messages, regardless of whether they are new or previously read.
Hide Read Messages Show only the new or unread messages.

Hide Read or Show only the new messages received since the last time you activated Send
Ignored M essages and Receive. Y ou can apply a command that will ignore any messages related
to a particular topic.
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Customize Current  Set up how Outlook can track your messages based on the type of message it
View is, e.g., flagged, watched, ignored, secure, or all.

Define Views Set up how each folder will display the items for that folder. This method is
faster than customizing the view.

Group Messagesby  Organize or group messages based on the topic or conversation. For instance,

Conversation any replies or further e-mails you send on a specific topic are grouped under
the original message. Y ou can then choose to view only the original message
or expand that message to show all related messages for that

Sorting Messages

E Y ou can choose to sort your messages based on any of the column headings.i Vo change
the sort criteriafor your messages, select View and then Sort By.
2.2.1 °

Current View 3

Priarity

Colurnns. .. Attachrment
Flag
Fram
Subject

& Received

Text Size »| @ Sort Ascending
Encoding 3 Sork Descending
Prewious Message Chrl+<

Lawout, .,

Mexk 4
50 ko Folder. .. Chrly

Refresh F5

iNcolumn heading to be used for the sort criteria. The © arrow
-Z or oldest message to most recent) and the © arrow indicates

ecent to oldest).

Alternatively, you c
indicates ascendi
descending order

Ex

1 nsure ox folder is selected in the Folder List.

on the From column header box.

r messages should now be arranged in descending order.
Click on the From column header box again.

Y our messages should now be sorted in ascending order.
Click on the Received column header box.

Click on the Received column header box once more to display the messages with most recent
date and time to older date and time.
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Marking Messages

Outlook Express gives you the opportunity to mark messages as being read or unread, regardless of
E whether you have actually performed that action. This can be handy when you have alot of messages
2.2.4 in your Inbox that you don’'t want to read. Once messages are opened or marked as read, the number

next to the Inbox disappears, thereby giving you a more accurate number for new messages received.

An example of why you might want to mark a message as unread is as a reminder to read the message
again. This could be used instead of flagging a message as well as allows you to sort new messages
instead of flagged messages.

To mark a selected message as being read, use one of the following methods:
=  Select Edit and then Mark As Read.

= Press(Cti)+(Q). V
= Right-click on the selected message(s) and then click on Mark As
To mark all messages as being read, use one of the following method

=  Sdlect Edit and then Mark All Read.
= Press(Ctr)+(Shif)+{A).

= Right-click on the selected message(s) and then clj Read.

To mark a message as unread, select the message and
=  Select Edit and then Mark as Unread.
Right-click on the message and then cli

neof the following methods:

Unread.

|!!| Exercise

1 Click onthefirst message I at is new.

2 Pressthe(Shift) key en cl the last new message in your list.

3  Sedlect Edit and al ead.

Flagging e

You ma n jon that you want to flag or put a reminder on a message for follow up or to
E request togyour message by a specific due date. Flags can be added to any message in any of
224 youkfolders:

essage, select M essage and then Flag M essage.

xercise

Click on the IC3 Web Ste message forwarded earlier to the instructor.
2  Select Message, Flag M essage.

Y ou should now see a ¥ icon next to that message. This is a visual indication that you need to
follow up or review why this message was flagged.

3 Click onthe Answer Required Immediately! message.
Select M essage, Flag M essage.
Y ou should now have two flagged messages in the Inbox folder.
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@ Practice Exercise
1 Click onthe For Your Review messageto select it.
2  Select Message, Flag M essage.

This message should now show a flag next to it to remind you about receiving comments from
others or to schedule a meeting to discuss the new logo.

Copying Messages

There may be an occasion when you need to copy a message to a folder inst of movi

instance, you receive messages from others congratulating you on an excell
addition to having these messages in the folder with the project name, yo

roject. In
py of these
messages in a personal folder which you can then use to compare how ed in the goals

set at the last performance appraisal.

al at once rather than
e messages, or the (Shift)

It is more efficient to select a group of messages and copy (or mo
moving each message separately. Use the (Ctrl) key to select
key to select consecutive messages.

To copy messages to afolder, after selecting the m of the following methods:
= Select Edit and then Copy to Folder.

= Right-click on the selected messages an opy to Folder.

Copy the item(z] to the selected folder:

£ Outlook Express
= @ Local Folders
5 g Inbox
¥ Outbox
S sent Ttems
3 Deleted Items
B} Drafts

, you can also select the messages to be copied, press (Ctrl) and then drag the selected
vertop the required folder in the Folder List. Use the # and = buttons to expand or collapse

er structure to show the required location where these messages will be placed. Notice that
ook Express provides the option to create a new folder from the Copy dialog box as well.

Q Exercise

1 Ensurethe Inbox folder is selected in the Folder List.

2  Right-click on the Inbox folder and then click on New Folder.

3  Type: Training asthe name of the new folder and then click on OK.
4

Click on the IC3 Web Site message. Press the key and then click on the Answer Required
Immediately! and Customer Service Seminar messages.
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\3

5 Select Edit and then Copy to Folder.

Copy 3
Copy the item[z] to the selected folder:
%73 Outlook Express -
C |
= @ Local Folders
=5 Inbax _New Folder
$E1 Student
ST Training
%ES outbox
@ Sent Ikems
3 Deleted Items
B Drafts

Ensure the Training folder is highlighted and then click O °
Press(Ctri)+(A) to select all the messages.
Select Edit and then Copy to Folder.

Click on the Student folder to select it and then.cl
10 Click on the Sudent folder in the Fold \w ere is a copy of all the messages in this

folder.

© 00 N O

11 Click onthe Training folder in the ist to see how many messages you have in thisfolder.

e% raining folder.

If you plan to keep i an es, consider moving them to afolder other than the Inbox folder.
Thiswill help to ean and make it easier to |ocate new messages.

Y ou should only have thr

Moving Messages

ted, use one of the following methods to move the message(s):

ively, can also select the messages to be moved and then drag the selected messages over
uired folder in the Folder List. Use the @ and = buttons to expand or collapse the folder
show the required location where these messages will be placed. Notice that Outlook

r

provides the option to create a new folder from the Move dialog box as well.

Exercise

Click on the Sent Items folder in the Folder List.

Click in the Information Viewer area and then press(Ctr)+(A) to select all the messages here.
Select Edit and then Move to Folder.

Click on the Training folder and then click OK.

1
2
3
4
5

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1

Click on the Training folder in the Folder List and see the number of messages you have here.



66 USING THE INTERNET

Saving Messages

There may be times that you need to save a message in order to refer to it again at a later date, or to

E use the information in the message in a document.
2.2.4

To save amessage, select File, Save as you would in any other program.

Outlook Express will save the message to the selected location, and give the file an extension
corresponding to the message format, e.g., *.eml for Outlook Express format, *.txt for Plain Text or

Unicode Text Files (can be read on non-PC systems), and *.htm for html format.
Save as type: il [*.eml) bt
Teut Files [*.kat)

Unicode Test Files [* kat)
HTHL Files [*.htrn:* ktml)

When you open the saved message, it will open in the corresponding Win , according to

the file extension saved previously in Outlook Express: *.txt in Not ord, and *.htm in
your web browser program.

L..!| Exercise

1 Double-click on the IC3 Web Ste messagein th
Select File and then Save As.

Leave the file name as shown in the Fi efi

2

3

4 Click on the down arrow for the yp d and then click on Text Files (*.txt).
5

t
Change the location to where thie.fo our name is located and then click on Save.
The message has now b t filein your folder so you could use the web address in
another document such.as a brochure.

Finding Messag

ail for a while, you are likely to have many e-mails in the different
quite difficult to find a message containing specific information. Outlook
ickly find information by using the Find tool. Y ou can be specific or general
search criteriato find a message. Y ou may search on names, words or phrases.

Once you have b

J[&) | foldersand |

2.2.1 Express

in any of the foldersin Outlook Express, use one of the following methods:
Edit, Find. When the menu appears, click on the appropriate option to be found.

) Message in this Folder... Shift+F3
Mowve to Folder... Chrl+Shift+y )
Find Mesxt.., F3
Copy to Folder. ..
Peaple. .. Chr+E
Delete Chrl+D

Mark as Unread

= Clickonthe Z - button inthe Standard toolbar.

= Press(Ctr)+(Shif)+(F).
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#= Find Message g@@
File Edit Wiew Message
Loak in: | Inbox | [#] Include subfalders
From; | |
Tos | |
Subject; | | [ Mew Search
Message: | |
Received before: [IMessage has attachmentis)
Received after: [iMessage s flagged

Enter search criteria for those fields that match what you are looking for in
can be entered into the search criteria by separating the items with a c

ultiple items

To find messagesin the selected folder only, use one of the following
= Select Edit, Find and then M essage in this Folder.
Press (Shift)+(F3).

Look for: | hd

[]Search all the text in downloaded messages
[The find resultz will be highlighted in the folder.]

Outlook Express will search
message in the Preview Pape th

in this folder for the criteria and then display the first
You can then use Edit, Find, Find Next or press (F3) to

move to the next message as matching criteria.
LL] Exercise
1 Clic h older in the Folder List.

2 Clic & - putton in the Standard toolbar.

«ég

t field, type: ic3 and then click on the Find Now button.

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



68

LIVING ONLINE 1118-1

~N o o b~

USING THE INTERNET

5| Find Message - @§|
File Edit View Message
Loak in: Inbox Include subfolders
From:
To:
Message:
Received before: (| A [IMessage has attachmentis) ~
il is fl d
Received after: O w [IMessage is flagge
Y@ % From Subject Received Folder
N d 1f2002005 10:13 ..,  Inbox
@Sue Wong 13 Web Site 112002005 10:13 . Student
@Sue Wong 13 Web Site 112002005 10:13 ... Training
@Sue Wong 13 Web Site 112002005 10:13 ... Training
2 Shudent 1 Re: I3 Weh Site 1/20§2005 11:40 ... Training
2 Shudent 1 Re: I3 Weh Site 112002005 12:23 PM Training
21 5tudent 1 Fu: IC3 Weh Site 1/20§2005 12:24 PM Training
< >
7 messagels), 0 unread, monitoring for new items.,

|t found with this text in the Subject
, regardless of which folder they might have
o find a message and you're not sure which

Outlook Express now displays all the

field. Notice that Outlook searched for

been stored in. This can be handy wh

folder it might have been moved t

To narrow down the search,

that folder.

Click on the ﬂ button.to clo: d Message window.

Click on the Sudent fo
Select Edit,

ect one folder to find any matching criteria within

Folder List.

essagein this Folder.

or window and then click on Find Next.

Outlook Express now highlights the first message in the Information Viewer

current messages. All deleted messages are placed in the Deleted Items folder which can be set to be

emptied whenever you exit Outlook, or you can manually delete these messages from this folder.

As with copying or moving messages, you can delete single or multiple messages. If you no longer
need a folder and its contents, you can delete the folder to accomplish this task. Outlook Express will
prompt you with a warning message confirming that you want to delete the folder and all its contents.

To deleteitems from afolder, select the item(s) and then use one of the following methods:

Select Edit and then Delete.
Click onthe . button in the Standard toolbar.

Press Gi}+(B) or (eki),
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The item(s) will then be moved into the Deleted Items folder in the Folder List. This provides you with
a resource to recover the deleted item at a later date. Items can be recovered from the Deleted Items
folder by selecting the item in the Deleted Items folder and moving it back into its original location.

Y ou can empty the contents of this folder manually or automatically.

= Toempty the contents of the Deleted Items folder every time you exit Outlook Express, select
Tools, Options and then in the M aintenance tab, click on the Empty messages from the
‘Deleted Items folder on exit option.

= To empty the contents of the Deleted Items folder manually, select Edit and then
‘Deleted Items' Folder.

Outlook Express

! E Are vou sure you want ko permanently delete the contents of the 'Deleted [tems' Folder?
-

Yes ] [ Mo

L..!| Exercise

1 Click on the Student folder in the Folder List.

2  Click on the most recent message received

3
4
Outlook Express
! 'f Are vou sure you want to delete the 'Student’ Folder and move it to the 'Deleted Ttems' Folder?
[ s || w0 ]
5 Clicko n the deletion of the folder and its contents.

Yo now have been deleted with its contents into the Deleted Items folder.
6 Select'Edi then Empty ‘Deleted Items’ Folder.

ick on Y'es at the prompt to empty the contents of this folder.

ick’on the Deleted Items folder in the Folder List.

This folder should now be empty.

Blocking Messages

With the sheer number of junk types of messages you can receive on a regular basis, or if someone
E continues to e-mail you even though you’ ve asked them not to, Outlook Express provides you with an
2.2.6 option to block messages from specific senders. This works similar to using the Block feature
available with telephone systems.
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To block messages from an e-mail address, select the message, then select M essage, Block Sender.

Outlook Express

i ‘studentZ@ccilzarning.com' has been added to your blocked senders list, Subsequent messages from this sender will
\\) be blocked.

Would vou like to remave all messages From this sender from the current Folder now?

I Wes l [ Mo ]

easier if
domain
ainin
ired. This

With this feature, you can specify e-mail addresses or domains. Setting up domains
you are dealing with junk mail where there may be a number of e-mail addresses f
that consistently sent you unwanted messages. Once you have set up an e-mail essor a
the Blocked Senders area, you can also manage this area to add or remove i r
option can be accessed using Tools, M essage Rules, Blocked SendersLi

Message Rules

Mail Rules | News Hules| Blocked Senders |

Mezzages from senders in the list below will automatically be moved to the Deleted ltemz
falder [far Mail mezzages) and/or not displayed [for Mewsgroup messages).

GET MHews E-mail Address/Domain Name Add...

@ |m) st -5ihhing, COm -

[ Q. l [ Cancel ]

Type the e-mail address [for example, someone@microzoft. com) or domain name [for
example. microzoft.com) that you want to block.

Block the following:
() Mail messages
() News messages

() Mail and Mews messages

QK l [ Cancel
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Working with the Address Book

hiC

2.2.5

For example, Hotmail.com is avery popular domain for individuals as well as spammers who generate
mass mailings in hopes of reaching alive address. Some people who have been using Hotmail.com for
along time will be blocked when sending messages to you. This is an unfortunate result of the current
state for “living online”. Until more laws are approved to prevent spam or junk mail, you may need to
work with your ISP to block as much of the unwanted mail as possible, and then you will have to set
up other options in your e-mail program to catch as much as you can when it reaches your Inbox.

The Contacts portion of Outlook Express works as an address book or internal “rol is meant
to be used with the e-mail aspect to help reduce the amount of time you may sp i mber
or type in someone’'s e-mail address. In addition to adding a contact, you c groups or
distribution lists for those contacts to which you send a lot of messages. For. i
contacts could be working on an event with you. Instead of entering eac
you can set up a group that contains all these names and you need

message.

group name in the

Adding a Contact

People can be added into the Contacts list regardless of ealot or minimal information
for the contact. Outlook Express allows you to formation to keep track of these
contacts, or you can use the minimal information 0SES.

You can add a contact quickly by clicking row for the Contacts ™ putton and then

clicking on New Contact.

Properties

MName | Home | Business | Personal | Other | NetMeeting | Digital IDs | Online

Q Enter name and e-mail infarmation about this contact here,

First: | Middle: Last:

Title: Displaw: w | Mickname:

E-Mail Addresses:

[ 5end E-Mail using plain text only.

I k. H Cancel ]

Alternatively, you can activate the Address Book to enter contact information or set up groups. Use
one of the following methods to activate the Address Book:

= Select Tools and then Address Book.
= Click onthe ... button on the Standard toolbar.

= Press(Ctr)+(Shif)+(B).
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¥ i ddress Book - Main Identity
File Edit “ew Tools Help

B B X B 8 &

T Propetties Delete  Find People Print Action
Shared Contacts Type name or select From list:
{3 Main Identity's Contacts Mame £ E-Mail Address Business Phone Home Phone
E=lalan Thomson athomson@speedycable.c...
Bruce McLean bruce_mi@specialevents.org
John Smith jsmith<48@yahoo.com
Leslie Lee leslee@abcrealty  com
EZ]margaret Jones maggie_i@abcrealty.com
Tech Support techsupport@speedycabl. ..

6 items

To add a new contact within the Address book, use one of the following m
= Select File and then New Contact.

= Click on the down arrow of the & button and then click on N
*  Press(Cti)+(N).

= Right-click on the Main Identity’ s Contacts folder an

n New, New Contact.

|!!| Exercise

> The following names are fictitious and created is courseware only.

1  Click on the Contacts button th n New Contact.
2  Typethefollowing infor
First: Joh
Last: mit
E-maij 48@yahoo.com
3 ClickonAdd..Th to exit the New Contact dialog box.

Outlook added this contact to your list. In order to enter multiple contacts, you

t at atime.

mu
Rep d 2 to enter the following contacts:
rst Last E-mail

Alan Thomson athomson@speedycable.com
Bruce McLean bruce_m@specialevents.org
Leslie Lee leslee@abcrealty.com
Margaret Jones maggie_j@abcrealty.com
Tech Support techsupport@speedycable.com

Click onthe ..... button on the Standard toolbar.

All the contacts should now be listed in the Address Book, in alphabetical order by first name.
You can change the sort by clicking on the Name column heading. By adding these people to
your contact list, you can address an e-mail to one of these people by using their actual name.

6 Closethe Address Book window.
7  Click onthe ... button on the Standard toolbar.

8 Type TechintheTofield.
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2.2.5

L'.!' Exercise

Notice how Outlook Express completes the contact for you as a suggestion, given that you have a
contact with these |etters.

9 Closethe new message without sending or saving it.
10 Click onthe ... button on the Standard toolbar.
11 Click on the down arrow of the = putton and then click on New Contact.

12 Enter information for yourself in the Name tab of the Properties window.

13 Click on the Business tab and enter information for your company here.
14 Click on the Per sonal tab and enter information as desired here.
15 Click OK when done.

Making Changes

Occasionally you may need to alter information or add more informai
made quickly after selecting the contact, using one of the following met

t. Changes can be

= Select File and then Properties.
= Click onthe ., Z_ button on the Address Book tool

" Press(At)+(Enter).
= Double-click on the selected contact name i

= Right-click on the Main Identity’s Con d then click on Properties.

Outlook Express will then display the ¢
glance at the information already enter
add or remove information.

ion, with a Summary sheet displayed as a quick
is contact. Move to the appropriate tab and field(s) to

1 Click onthe Al

Click on the¢ ppmt

w N

Alan Thomson Properties

Summary | Mame | Home | Buginess | Personal | Other | MetMesting | Digital (D

Enter business-related information about this contact here,
Company: Speedy Cable Job Title: IT Manager
Street Address: #9 - 1000 Main Street Department: | IT

Cffice: &04-611-1009
City: Wancouyver Phone:
StatefProvince: Fax:
Zip Code: Pager:
Country/Region: IP Phore:
‘eb Page: httpe: ffvove speedycable, com
[ ok [ Cancel ]

4 Click OK to accept the new information.
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Using Groups
Groups are essentially distribution lists that make it easy for you to enter the address for a number of
people. This can be atime saver when the number of people you need to address in a message is large.
To set up agroup, use one of the following methods:

= Select File and then New Group.

= Click on the down arrow of the 2" button and then click on New Group.
= Press(Ctr)+(G).

= Right-click on the Main Identity’ s Contacts folder and then click on New, New Gr

Properties E E|
Group | Group Details
Tvpe a name For vour group, and then add members, After creating the group, vou
can add or remove members ak any tine.,
1

Group Mame: | 0 Member(s)

‘ou can add ko a group in three ways: select someone from vour address book, add a new
contact for the group and vour address book, or add someone bo the group but not o vour
address book,

Group Members:

Marme:
E-Mail:
[ ak. ] [ Cancel
N
Group Name or this group.

Select Members utton to select members from your contact list. This screenisvery

icking on the To or Cc button when addressing an e-mail.
New Cont d anew contact not currently in your contact list.
Remov ove a contact from the member list.

Pr ties Show the properties for this contact to ensure this contact should be a member of
this group.

Enter the name for a new contact who will be included in this group but not part
of your address book, e.g., assistant to a member in the group who you may
e-mail but only for the purpose of this group.

Enter the e-mail address that corresponds with the name entered in the previous
field.

Add Becomes available when you enter text in the Name and E-mail fields so you can
add this contact to the list only.

|!!| Exercise

1  Ensureyou are looking at the contacts in the Address book window.

2 Clickonthe & button and then click on New Group.
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3
4

© 00 N O

10
11
12
13
14
15
16

Type: Business for the name of the new group.

Click on the Select M ember s button.

Select Group Members @E|
Type name ar select From list:
|
Main Identity's Contacts w Members:
Mame E-Mail ¢
=] Alan Thomzon athomszo
Bruce MclLean bruce_m
EZ]Jahn Smith jzmithd 4t
Lesle Lee lesleaz,
Margaret Jones maggie_
Tech Support techsup|
< »
Mew Contack ] [ Properties ] < >
[ OF ] [ Cancel

Click on the Alan Thomson contact, pre hen click on the Tech Support contact. Click

the Select button. Then click OK twice:
Y ou should now have a new group t pane of the Address Book window.

Shared Contacks
=27 Main Identity's Contacks

£2] Business
Clickonthe & utt\f click on New Group.
Type: Charit name of the new group.

Click o
Cli WO the changesin all dialog boxes.

s. Include Bruce McLean, Ledlie Lee and Margaret Jones.

Shared Contacts
=27 Main Identity's Contacks

ﬁ] Business

ﬁ] Charity Events

at this point that you have been given the name of the new administrator for the latest
nteer event. Y ou want to add this person to the group but not as a contact in your address book.

Click on the Charity Events group in the left pane of the Address Book dialog box.
Click onthe ,.Z_ button.

In the Namefield, type: Anne Davies

In the E-mail field, type: annie55@hotmail.com

Click on the Add button and then OK.

Close the Address Book window.

Press (Ctr)+(N) to create a new message.
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2.2.5

hC

2.2.4
2.2.6

L'.!' Exercise

USING THE INTERNET

17 IntheTofield, type: Char

Notice how Outlook Express provided a suggestion based on the entry in your contact list. Thisis
much easier than selecting individual names, especially once the contact list becomes large.

18 Close the new message window without saving or sending.

Deleting Contacts or Groups

When you no longer need a contact, you can delete it from the list very quickly and easily. Take note
that you cannot recover a deleted contact or group from the Deleted Items folder. Co groups
are permanently deleted.

To delete a contact or group in the Contacts pane, select the contact or group ne of the
following methods:

= Clickonthe . buttonin the Standard toolbar.

= Press(Delete).

To delete a contact or group in the Address Book, select the
following methods:

= Select File and then Delete.
Click onthe .x button inthe Address Book.to

Press(Delete),

Address Book - Main Identity

t or and then use one of the

! E Are vou sure you wank to permanently delete the selected ikemis) 7
-

Yes l ’ i}

&

1 Click onthe' ... open the Address Book.
2 Seect sand groupsin thelist.
3 Cl button in the Address Book toolbar.

4 lick 0 0 the message.
ur contacts and groups are now del eted.
rming Some Maintenance

ith every e-mail program, there will be times when you need to take action against specific types of
e-mail that arrivesin your Inbox, or you may just want to ensure you are doing what you can to protect
your messages against both outsiders as well as any hardware failures on your system.

Not al e-mail programs are created alike; many of them share the most common types of maintenance
tools and obviously some will contain more than others or offer more features within these tools. Y ou
will need to decide whether you want to use another e-mail program if you begin to spend a large
amount of time maintaining your messaging system.

This courseware covers the most common maintenance tools available in al e-mail programs. If you
are using ancther e-mail program or want more details on what else may be available in Outlook
Express, please refer to the online help or the User’s Guide available for the e-mail program.
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Automating Tools

Automation tools can save you time and effort as they can be set to occur on a scheduled basis or
automatically when you perform a particular task. They include features such as:

= emptying the Deleted Items folder whenever you exit
= displaying the Inbox folder when you start Outlook Express
=  running spell check before sending a message

= having Outlook Express check for new messages at a set interval
= cleaning up the Inbox automatically

Most of these features can be found in the Options command of the Tools

L..!| Exercise
1

@z

Select Tools and then Options.

Speling Security Connection Maintenance

General Read Feceipts Send Compoze Sighatures

General

% ‘w'hen starting, go directly to my ‘Inbox’ folder
Motify me if there are any new newsgroups
Avtornatically display folders with unread messages
[ Autamatically log on to\wWindows Messenger

Send / Receive Messages

= Flay zound when new messages arive

. Send and receive messages at startup

Check. for new messages every 30 = | minutels)
If my computer iz not connected at this time:

Do not connect [

Default Meszaging Programs

%4“‘ This application iz MOT the default b ail handler b ake Default

Thiz application iz the default Mews handler

I O, l ’ Cancel ]
ick on !e When starting, go directly to my ‘Inbox’ folder option to select it, if not already
e Send / Receive M essages area, click on the incremental buttons for the number of minutes

° and change thisto 15.
Q 4

Click on the Spelling tab.
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¥4 Options
General Read Receipts Send Compoze Signatures
Speling | Secunty Connection Maintenance
Settings

Always check zpelling before rending

|

When checking speling, always ignore

w [Jwords in UPPERCASE
[]wiards with numbers

Suggest replacements for mizspelled wards

The ariginal text in a reply or fonward
Internet &ddresses

Language

ﬁ | Engish (Urited States)

v| [ Edit customn dictionary

I 0K l ’ Cancel ] [ Apply

|

5 Click on Always check spelling befor e sending a@

K}
\v
N3

already activated.

6 Click onthe Maintenance tab.
¥4 Options
General Read Receipts Send Compoze Signatures
Spelling Security Connection taintenance
Clearing Up Meszages
Empty meszages from the 'Deleted Iterms’ folder on exit
[ Purge deleted messages when leaving IMAP folders
‘Wwhen compacting meszages:
[] Delete read meszage bodies in newsgroups
Delete news messages dayz after being downloaded
Click Clean Up Mow to clean up downloaded Clean Up Mow
Messages oh pour complker.
Click Store Folder to change the location of pour Store Folder
rmessage store.
Troublezhooting
Outlook, Express can save all commands to and from a server in a log file
for troubleshaoting purposes.
[ Hail [ News [ IMar [IHTTP
I 0K l ’ Cancel ] [ Apply ]
7  Click onthe Empty messages from the ‘ Deleted Items folder on exit.
8 Click onthe Clean Up Now button.
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Local File Clean Up El

File Infarmation

Lacal filefz] for: Outlock, Express
Tatal zize of filefs): 0 bytes
Wazted zpace; 0 bytes [0%]

Thiz will remowe any wasted space and will free up
some dizk space.

Femove Meszages | This will remove all downloaded message bodies.

Compact

Delete Thiz will delete all headers and meszage bodies.

Thiz will delete all headers and mezzage bodies and
Reset will reget the folder(z) =0 that headers will be

re-downloaded.

Y ou may not need to use this option often. Howev
and you store them all in folders within Outlo
compact or compress the size of the datab '
general ruleto useisif you find it takes |
too often when you are trying to open j

items and actually delete older m [
everything, you may want to con kin
filesin order to keep your e- r

9 Click onthe Compact bu

10 When the database h o

11 Click OK tolea @] ialog box.

utlook Expressto store all items. A
eceive mail, or if Outlook crashes a bit
ended that you organize your messages and
no longer needed. However, if you need to save
archiving or backing up your Outlook Express
ning at optimum usage.

ed, click on Close.

12 Delete the Traini rom your [nbox.
13 ExitO d then start it again.
start up with the Inbox display?

Di
14 lick 0 eleted Items folder.

u have any messages or foldersin here?

ck with your instructor as to whether you need to reactivate or turn off any features performed in the
preceding steps in preparation for the next class.

Using Signatures
A signature is a piece of text that will automatically appear at the bottom of your messages whenever

E you create a new message. This saves you having to enter your name and information each time you

2.2.6 send amessage. Y ou can create as many signatures as required, but only one can be set up as a default.
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To create asignature, select Tools, Options and then click on the Signatur es tab.

Speling Securty Connection Maintenance
General Fiead Receipts Send Compose Signatures

Signature settings

L

Signatures

Edit Signature

i

&

Signature Select whether you want a si in all messages you send, aswell as
settings whether you want the sign pear when you reply or forward a message.

I K l [ Caticel ] [ Apply l

Signatures When you click on th Outlook Express will display the first signature
and then list all other

New Createanew s

Remove Remove this s

Rename reto one that easily identifies what the contents of the signature
al, business, event title, etc.

Edit or the new signature, or make changes directly to the selected

Signature romthelist.

have multiple signatures, Outlook Express will give you the chance to select
ich one will be the default one (business versus personal).

Set asD.

ced Set up which accounts will use the signature, e.g., business, personal, family
members, etc.

If you have a signature that was created in another file and is available in aformat
that can be used here, click on this button to find the file and select it.
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Once you set up a signature as a default, whenever you create a new message, it will display that
signature at the bottom of the message text window, similar to the following:

B New Message EIEWS__(l
. File Edit “iew Insert Format Tools  Message  Help l';'
= Z] - ] . BB 5%
Send Check  Spelling Attach  Priority Sign Encrypt  OFfline
T ||
e |

Subject: |

) 4

Jane Smithers
Sales Representative

Call us for our new catalog at 1-885-NEW-PROD

If you have multiple signatures set up, Outlook Express
you the option to change the default signature or
signature on all outgoing messages at all.

File Aktachment. ..
Texk from File. ..
Pickure...

Hotizonkal Line

To use a signature (or insert a different on
select Insert and then Signatur e. Outlook
alist of your signatures for selection. Y
existing signature before adding the n
be two signatures in the message.

Signature Business {Defaulk)
Personal

[
ure.or there will Hyperiink. ..

L!!' Exercise

Select Tools, O click on the Signatur es tab.

o A W N Rk
8
<
3
®
<
o)
=
:
o
3
a
§e)
B
i
=
o
=3
3

Edit Signatur e area, type the following text:

<Your Name>
Living Online
Using Outlook Express

Click on Signature #1 in the Signatures list and then click on the Rename button.
Type: Personal for the new name of this signature and press (_Enter ).

9 Click on Signature #2 in the Signatures list and then click on Rename.

10 Type: IC3 Class as the new name of this signature and press (_Enter ).

11 Click OK.

12 Press(Ctr)+(N) to create a new message.
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13 Address this message to everyone in the class.

14 Inthe message area, type the following text:

I am very pleased to learn how to use signatures in my messages. This will save me a
lot of time from typing my name and title at the end of every message.

15 Press(Enter) twice at the bottom of the message text.
16 Select Insert, Signature and then click on the | C3 Class signature.
This signature should now have been inserted at the bottom of your message. *

17 Send the message. '

the office for a period of time
with on a regular basis to inform
g the time you are away, it is courtesy
me and who they can be referred to as

18 Select Tools, Options and then the Signatur es tab.

19 Select each signature and then click the Remove button to delete each
20 Click OK.

Sending Out-of-Office Notices

As abusiness practice and courtesy, if you are planning to
(longer than a day), consider sending a message to t
them of same. Even if you plan to retrieve your m
to let people know that you are not in your offi
required.

Setting up groups can be handy for this purpose. instance, you can set up a group that contains the
names of all the people in your depart he company. When you need to send an out-of-office
notice, you can then address the m oup. Other groups can also be addressed in the same
message.
Provide details regarding the dat Il not be in the office and who will be handling your work
during your absence. It is y to provide any other details without a specific reason, e.g.,
letting the project t ill be away at the construction site for two days and will have
pictures for th r urn. Try to send the notice out at least two days prior to when you
leave the office so contacts are aware of the change.

d an away notice to personal contactsis at your discretion. Most people will
not aut ' let their personal contacts know if they will be away for alength of time. Use your

erate a response back to the sender that you are out of the office. This can be very advantageous in
gt you set it up once and everyone who sends you a message during the time you are away will be
notified of your absence.

The major downside to this is that it will send the response regardiess of who the sender is; in other
words, it could be responding to junk or spam mail that then detects the e-mail address they used is
valid.
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IC

2.2.6

2.2.4

Redirecting Mail

Once you have sent an out-of-office notice, consider then forwarding your messages to someone else
or give them access to your system to check and download any urgent messages during this time.
There are known concerns for using either method.

In the first option, if you will be away for a length of time from your office, it is prudent to have
someone manage your workload during your absence. For example, if you designated John to handle
your workload during your absence, you may want to set up an out-of-office notice and have all
your messages forwarded to John during this time. However, by activating these two gptiaiis, this can

potentially create more junk mail for you and John as the automatic response and redi n verify
to others that your e-mail address is valid as well as informs the sender of John, . All
your messages are also forwarded to John, regardless of whether it is related rojects or

not. On your return, you will also need to coordinate with John to get copi messages,
regardless of whether he responded or handled al of them.

The second option alows al your messages to be checked and d your system only.
However, you will be required to give your passwords to someo ho will log onto your
computer and e-mail program on a daily basis using your net id. pose two security risks
in that your system will be logged onto the network all d eone logs you off the network,
and anyone who can see your system has full access to our computer as well as those
programs or areas on the network assigned to your Ig r return, you may need to change
your passwords to ensure no one else can access

The method you choose to redirect your mai on the size and confidentiality requirements
re to'choose an option that ensures your mailbox
do you wind up with more messages after your

d work with your network administrator or ISP to find a
well as preventing further spam or junk messages.

Outlook Express saves the information in a data file on your computer. As
d more items in Outlook Express, this database file can grow significantly.
nt of RAM available on your system as well as the hard drive storage space,

you may counter problems with the datafile.

ingly, you may want to look different options in order to save the items in Outlook Express.
is to try compacting the data file; this is similar to pushing al the file folders and their
0 a side of a filing cabinet drawer to try and get some space in this drawer for more file
ers and paper copies. As you can imagine, this will only work for a certain time before you will
to look at another option.

One other option which can help, and is also a good procedure to adopt, is to make a backup copy of
the data file. While this requires a bit more time on your part, the backup copy can become invaluable
if anything should happen to your computer or if you need to find an older message.
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The process you follow for thisis similar to performing an archive command. Some e-mail programs
provide you with an Archive feature that will handle this process for you on a set interval. Outlook
Express does not have this feature so you will need to consider the following steps:

1. Create a new folder in an area on your system and give it a name that indicates the folder is
designed to handle backup copies of your Outlook Express datafile.

2. Locate where the data file for Outlook Express is currently found (you can either do a search for
any fileswith a .dbx file type, or ask your network administrator to help you).

3. Copy thisfile to the Backup folder on your system.

4. Rename the copied filein the Backup folder with a date to indicate when th y Was ,

5. Start Outlook Express and delete as much of the older items as you can, i [
the Deleted Items folder. This will make the data file much smaller
within Outlook Express. Remember that you will be making a co
backup schedule.

may bein
to"manage from
Items at the next

6. Repeat on aregular interval if you keep alot of itemsin ok E

If the data files are quite large, after a set interval, consid
copy. Then delete the files from your hard drive to giv

filesto a CD as your archive
on your system.

Regardless of which e-mail program you use, preceding information about making
“backup” copies of your e-mail data file. Thi y crucia if you don’'t have a backup
procedure being performed on your syste n on a regular basis, as well as if you are
running low on space on your computer.

In this lesson you used Outloo
should now be familiar with.the fo

= What Outlook r = Work with attachments

Recognize €l Sort and manage your messages

=  Search for messages

= Work with the address book

= Understand mail maintenance options

r d and receive messages, as well as enter contacts. Y ou
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Review Questions

1. How can you start Outlook Express?

a  Start, All Programs, Outlook Express b.  Double-click on the Outlook Express
icon on the desktop

c. Click onthe Outlook Expressiconin  d.  Any of the above
the Quick Launch toolbar

2. Describe briefly what the following folders contain:

a  Inbox d. Deleted Items
b. Sentltems e. Drafts
c. Outbox

3. You cannot create foldersin Outlook Express to store your m
a True b. Fase

4. How can you create a new message?
a  Select File, New, Mail Message
b. Click onthe ... button

c. Press(Cti)+(N)
5. How can you check for new messages Aany messages in the Outbox folder?
d.
e

a  Select Tools, Send and Receive, Press(F5)
and Receive All

b. Clickonthe .%." b . Any of the above
c. Press(Cti)+(™m) f. Onlyab,orc
6. If you cannot send or jve ents with any message, what could be the problem?

of the Deleted Items folder each time you exit, you have to select
time you use Outlook and make sure the items are deleted before you

b. Fase

t in Outlook Express helps to reduce the amount of time spent entering e-mail
messages.
True b. Fase
A"group is basically a distribution list consisting of names from your contact list so you can send
messages to everyone in this group at the same time instead of having to type each name
individually.

a True b. Fase

10. Why would you want to make a backup copy of your Outlook Express data file?
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Unit 2: Using the Intern

This unit will explain why the Internet is so popular, introduce
some common uses of the Internet and then provide some
precautions to keep in mind while working on the Internet.

Lesson Topic

1 Getting Started
Looking at Web Browsers
Using Microsoft Internet Explorer
Using Information From the Web
Searching for Information
Qualifying the Information
The Risks of Computing
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Lesson 1: Getting S

frz s s a e s

tarted

AT e

Objectives Suggested Timing: 1 Hour
In this lesson you will prepare for going on the Internet by reviewing some basic online terminology, as well as

learn about different types of organizations that may be online. On successful completion, you will be familiar with
the following concepts:

= \What the world wide web is = Understand what URL or HTTPis
= What aweb browser program is = Understand what a hyperlink is
= How to find information on the Internet = Understand what acookieis

= What aweb siteis = Understand how encryption wor

= Recognize how HTML works with aweb site = Recognize common abbrevi e Internet

Understanding Basic Terminology

Thereisalot of terminology that is used by people who are ontitie to the et. Many of these terms
E are simple once you understand what they are and how t The best place to start is with a

3.1.1 short review of the Internet and how information is sh

Looking at the Information on the

There are millions of computers interconn iat ernet. Computers fall into two groups: those
that provide the service (servers) and those e of the services (users or clients). There are
many types of services, the diagram is a le example of how servers and clients interact
when communicating on the Intern

File Transfer (ftp) A
Telnet
Each computer in the Servers area
— represents one type of service that
= Web (http) > Servers Can. be accessed once you ae
! online to the Internet.
J

Each of the computers in the
3 Clients area essentially represents
one user who has access to the
Internet and can then use those

services provided by the servers.
! > Clients

International
Computer Network
(Internet)

Understanding the World Wide Web

A web server (generally an ISP) provides the service of hosting or storing a company’s or a person’s
E web site. A web site is a collection of pages containing information, similar to a promotional booklet
3.1.2 about a company. In order for a web server to be able to communicate with other computers, it must
use the hypertext transfer protocol (HTTP).
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A web server typically hosts many web sites. The collection of all web sites hosted by all the web
servers connected to the Internet is referred to as the World Wide Web, often referred to simply as
“The Web”.

“Hypertext” refers to the technique of accessing the web pages using hyperlinks. In essence, these
hyperlinks allow you to link to other web pages on the same web site or another web site where you
will find other text, pictures, media, etc.

Part of the popularity of the Web is due to the attractive way that web pages are displ
pages use color, graphics and photographs. The interesting feature of the Web is that_ th
stored on aweb server have no formatting. The software on the user’s computer (call
to format the page before it is displayed on the screen. The formatting instructions.are inclu
text of the web page and are written in a language called Hyper Text Markup L (HIML).

Recognizing Web Page Elements

A typical web page will contain some standard elements, as shown in screen:

o

URL Picture Field Button isement

Whw
P
WN =

2} Yahoo! - Microsoft Internet Explorer

© File Edit v

) Back ~

i Address httpef s, yahoo, com/

w  Favorites  Tools
! fearch <7 Favorites 42 A=~

v Go |iLinks **

Make Yahoo! your home page Get Yahoo! Toolbar with Anffi-Spy A

v
w B ® YAHOO! ¢ w %

Finance Music Travel Mail My Yahaoao! Messengqr
Select Search Categony: m Images | Directary Loc‘;l Mews | Products v
Search the Web: [ vahoo! Search | ;fdvanced
LAUNCHcast - 100+ radio stations: Adult Alt., Country, Soft Pop, B0s %
Free mail | sign Up Mail status: Sign In
—g7r
Autos Horoscopes Movies Real Estate NOw
Chat Hotlobs Music Shopping PLAYING
Finance Kids My Yahoo! Sports
Games hail Mews Travel SR R
GeoCities Maps People Search TV =
Groups tessenger Personals Yellow Pages Get showtimes - Ad Feedback
Health Mobile Photos All Y! Services. | In the News F:i38am, Fri Jan 21

= Bush sees global mission in second term

= Blast near Baghdad mosgue kills 14

= Officials say FCC Chairman Powell to resign
= Inch of snow cripples Morth Carolina's capital
= British media anxious about new Bush term

= Yaolcanic eruptions triggered 'great dying'

= Police probe allegation against Bill Cosby

Get a domain name for $498

Limited time offer Jyr

Enter the domain name you want:

Y. [a] = Da%inci Code'to be shot inside Louvre w
@I] http: S, yahoo,comf_ylh=%30DMTB2MEQSMTUZBFITAZI3MTYxNDKEdGYzd AMWBHRECGwDaWSkE # Internet
Status Bar Hyperlink
URL The Uniform Resource Locator identifies where you can find information (the web

site address to go to), or you can enter text to display alist of matching web sites.

Picture Web pages can contain pictures that are either graphics or photographs. Some
pictures are set up to be static (always shows and stays in this location), others may
animate, or are hyperlinks to other web pages, web sites, or another action such as
run avideo.
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Field Many web pages contain forms where you can enter information into the fields on
the form. The information in the fields will then be sent to the web server for
processing. Most web pages contain at least one field (usually designed to help you
search for an item on that web site).

Button An interactive graphic that when clicked, an action will take place. In this example,
clicking on the button will send the search information to the server.

Advertisement Companies pay for the privilege of advertising on a popular web p
many “hits’). These ads are typically graphics and often animated. The'iptent is that
you will click on the graphic to view the advertising company’ sw

Status Bar The status bar tells you what the software is busy doing or whi iteis
displayed if you click on a specific hyperlink. Y ou can use thi avisual clueto
whether the web browser has completed the display for t you are no
longer connected to the Internet.

Hyperlink Text or a graphic that has a URL associated with i hen you place the
mouse pointer over a hyperlink, the pointer chang ting hand (). If you
then click with the mouse on the link, the bro ftware will then try to
connect to the server corresponding to t retrieve the information or web
page. Some hyperlinks are underlined h the intent of getting your
attention quickly to click on that ed. Other hyperlinks appear with
underline or another effect such.as i as turned on only when you move the
mouse and hover over the 3, Most web sites will also display a
hyperlink in another color jave already visited thislink (site).

Although most web pages will have on more res, the pictures are not strictly part of the page.
The pictures are stored separately on th ver. The web page only contains place holders where
the pictures are to be placed on t .“When the browser receives a web page from a web
server, it first formats the textépf.th ing the HTML instructions included on the page. The

pictures take longer to arrive fro er, so they are placed on the page by the browser after the
page has aready been fo ed,
displayed.

ly i

Wy

Imes several seconds will go by before al the pictures have
A web site is act n of web pages together with the associated pictures or other media
used on the wi

Using t ifo Resource Locator (URL)

mputers connected to the Internet, and a computer can communicate with any other
er provided that 1) you know the address (number) of the other computer, and 2) that both
eak the same protocol (language). The Uniform Resource Locator (URL) consists of
parts.

example, if you want to view the Netscape web site, the URL would be:

http://www.netscape.com

\_Y_/ — )
~
Server Protocol Domain Name
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If you want to view Microsoft’s file transfer server, the URL would be:

ftp://www.microsoft.com

\_Y_/ — _/
~
Server Protocol Domain Name

ernet. The
connect
Ver in

A web browser software is used to communicate with any type of server connected to the
browser uses the protocol portion of the URL to set up its internal configuration so t
and communicate with the type of server selected. In the examples shown here, it was a wi
the first example, and an ftp server in the second example.

- ning.com),
you do not need to type in the protocol portion if you want to go to that . The URL, by

] if the www is not
entered. However, if you want to go to a specific type of server, itisc ou enter the protocol

at that time.

Looking at the Home Page

In the previous examples, the URL consisted only o
J[&] | would, in this case, return the top level page ca

3.1.3 acts like a springboard from where you can acg
3.2.2

and the domain name. The server
page or an index page. The home page
ormation located on the server.

Links/Tabs

Find old friends at your 24,7 high school reunion. m

Sympaticg) —
T msn* . Search the Web: francaiz | Help
Less Spam. Fewer -
Pop-ups. MSN a . -
Premium P VS Friday, Jan 21 | g . m

HNow on Sympatico / MSN ’ )
Bell - Beerthief passes out My Page Hotmail Messenger Sympatico
Customer Service

| = 'Shopping mall' indicator
Internet Deals._ - ‘Giant baky' barn
Sympatico Service . .
‘winter Promotions! » High-tech home gizmos

- ! ", y - Staying smoke-free

P i - Targeting SpongeBob

Autos Setting your rodays Highiights T Ghcict

Careers i - Canada's skating stars ember: ‘ Bank
Banner — ¢ pating & Personals financia goals : Cicl Ba

= Windful walking: tips

Entertainment Time to make progress *conditions apply Replay

Finance in your economic life + Elle on hreastfeeding
Games - Dog delays NBA game

Health & Fitness msn* With firewall protection.
High Speed Zone CTV News - &

i B i - PM miay call election on gay vows 8257 p— Premium FREE TRIAL!" e

Lifestyle - B.C. on flood, avalanche alert 6507

Maobile - PM secures mare China trade 6327

My Page deals

Knowe Your Score | [
Shopping Sports News Improve your Bell, Making it simple

Sporks - Joannie Rochette grabs lead in credit today

Techniology wiomen's figure skating at - Cheerup to these new offers!

Travel nationals @ « Connectfor less with Sympatico!

el FEEEs = MHL labour talks stuck in holding = Bundle: 5000 Bonus Aesroplan Miles!

Of Interest pattern with season in jeopardy

The home page for most web sites will contain a banner down the left side that is similar to a table of
contents for the site. This may also be called a site map. Across the top of the home page are generally

some tabs or links that the company has set up to help you navigate through the home page.
Depending on the web site, the information displayed is usually set up with the latest or most popular
information near the top with general information further down the page.

All web browsers also contain a button that will quickly take you back to the home page, regardless of
how many web sites you may have visited. These can also be changed to a specific site (like a
company’s web site) instead of the general ones that appear once the web browser is active (e.g., the
ISP'sweb site, MSN, etc). In Internet Explorer, the Home button appears as ﬁ in the toolbar near the
top of the screen.
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When you want to locate a page or file other than the home page, the URL must contain the path to the
particular file, asin the following example:

3 Microsoft Office Online Home Page - Microsoft Internet Explorer

. File Edt View Favorites Tools  Help

QBack A > |ﬂ &'] : 4 Search 7 Favorites 4= T R

Path P address @ http:/ foffice. microsoft.comfen-us default, aspx v a €]

the URL to locate the file to send back to the browser that had requested the page. age on
Microsoft Office (default.asp) is located in the en-us folder, which is a subfol ithin a er for
Office at microsoft.com.

Understanding the Domain Name Format
E A domain name consists of three labels separated by dots as shown b

3.1.4 www.ccilearning.c
3.2.1

Server Name o
Name Organizat tegory

Server Name The server name label 4 entify the server and its type at the
organization as m anizetions have several servers at their site.

Traditionally, this.lab indicates the type of server, i.e.,, www for web
servers, ftp for ft but‘this is not mandatory.
Name of Thislabel is t the organization owning the server. It does not have
Organization to be the fol e of the organization but a short version is chosen that is
easy to rem .g., ftp.ibm.com. In many cases, a labdl is used to represent
the of jnfermation or service that is available from the server, e.g.,

m, www.dictionary.com, etc.

is also called the Top Level Domain and identifies the server's
ation domain.

Domain Categor.

Top-L omains

The.Intern
A

iginally established in the U.S. to facilitate research and development of military
domain categories were defined to distinguish the different groups involved in these
domains are usually called the “original top-level domains’:

.mil U.S. military

.gov U.S. government

.com commercial companies
.edu universities

.org organizations

.net network sites

Country Codes

The original top-domain categories were adequate for their original purpose but soon became
inadequate when the Internet became international. The top-level domains were expanded to include
two letter country codes. The following are examples:

.au Australia

.ca Canada

.de Germany

.uk United Kingdom
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Larger countries may expand their domain names to indicate the region within the country, e.g.,
www.pittmeadows.bc.ca is located in British Columbia, a province of Canada, whereas
www.kde.state.ky.us is located in the state of Kentucky in the United States.

Other countries use an expansion similar to the original domain names, e.g., www.amazon.co.uk is a
commercial company in the UK.

Most of the country codes can be guessed as they are similar to their names but you do have to be
careful. For example, .ch is not the country code for China but actually Switzerland (Cenfederation
Helvetique); the country code used for many web sites related to Chinais .cn.

Proposed New Domains

Several new top-level domains have been proposed and may be available by the ti ourseware
goesto print. Thelist below gives a selection:

.aero Air-transport industry

.biz Businesses

.coop Cooperatives

.ecom Electronic commerce

.info Unrestricted use

.museum Museums

.name For registration by individ

.new News-related sites

.pro Accountants, lawyers ns

Recognizing Types of Domains

Web sites whose domain name ends
companies that sell products and servi
domain name ending. Not-for-Profi
would normally use .org in the

.com usually commercial web sites, i.e., belonging to
c web sites can be recognized by the .edu in the
ions and Non-Government-Organizations (NGOS)
their web sites tend to be largely informational .

However, web sites can des achieve many different objectives. As web pages contain
information, one obvious O iveavould be to inform, but web sites can do many other things:

= jnform = form opinions = gather information
= ent = create brand awareness = golicit support
= ct = educate

Any par eb site'will typically be designed to do reach at |east one of the above objectives.

For_examp
of |

versity web site can be used to provide distance education courses, to inform
e room locations on campus, or gather information about student sport preferences.

commercial company's site might inform customers of a new product range, gather
on the company’ s support service, and training on the maintenance of a specific product.

ing at Online Databases

It takes time to create a web page. Some organizations have information that changes frequently.
Examples would be a travel company that constantly changes the vacations that it offers, or a society
whose membership is constantly changing. It would be very time-consuming to create a new web page
every time the information changes.
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The solution is to put the information in a Web Server
database. When someone requests information,
the server will search the database, extract the
appropriate information. The server then puts the
information on a pre-designed page dynamically,
and returns the page to the user that requested it.

pre-formatted

[F

Database

information

The most frequently used example of this would o

be the database of a search engine company such ! —

as Google, MSN, AltaVista, or Yahoo, which

contains records containing the URL, Title, )

Description, and Keywords of web pages. When User

a user wants to search for information, they would enter keywords (i.e., speci arrow the
search) into the search engine page and click the Search button. The ki o0 the search
engine web server where it scans through the database to find records te ords. The web

server then creates a page made up of information from the databa
who requested it.

The following screen shows the results of keywords ent:
rainforest butterflies:

user looking for information on

Web |mages Groups MNews more» =
Google s s g
Search: & the web O pages from Canada
Web Results 1 - 10 of about 141,000 for rainforest butterflies. (0.26 seconds)
| Rainforest Butterflies | Tropical Rainforest, Far Morth ... Sponsored Links
Rainforest Butterflies, photos and text. Courtesy of Chambers ‘Wildlife . )
Rainforest Lodge, Atherton Tableland, Far Marth Queensland Austra]ua Rainforest Butterflies
rainforest-australia. com/butterflys. htm - 14k - Cached - Similar pages Join us in protecting precious
tropical butterfly habitat
rainforest/index html tropicaltreefarms. com
The Rainforest and Its Butterflies. ...
projects. edtech.sandi. net/kimbrough/rainforest’ - 3k - Cached - Similar pages
Rainforest Butterflies
Back.
WA, dgn comfrainforest’ flash/ifin%20b% 200 TESTAF IN%G20EndZ html - 4k -
3 Similar pages
W

v
eneral Motors dealership database where a user is looking for a dealer in the
area. This web site was designed with fields to help the user narrow the search
eral Motors database to find the information they seek.

Home Careers Investors Owner Center GM Retirees  GM News GM Brand Wweb Sites

Shop GM  Request Information  Current Offers  Dealer Locator  Findthemessage  Vehicle Quality  Sitios en Espaiiol

Automotive

The Company Dealer Locator

Automative

» ¥ehicle Sshopping
Vehicle Aduisor Brand | Select All Brands + {Click here for Saab dealers)
D Power Quality Report
Request Information
Current Offers ® Zip Code I:I OrR  OcCity | | | Choose State v
Cealer Locator
Shop GM USA
Shop GM Warldwide

“ehicle Financing

To find the dealers nearest you, just use our dealer locator below.

tax. miles to dealer |25 | - Search» |

Wehicle Service and Parts
GM Certified Used
W_O_menls Buyers Suide G Specialty Dealerships | Find & G Specialty Dealership v
Sitioz en Espafial
EM Buypower

+ Auto Brands w
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The resulting page returned was similar to the following:

Investors O et Comber GM Brand Web Sites

m Shop GM  Request Information  Current Offers  Dealer Locator Findthemessage  Vehicle Quality Sitios en Espahol

| Astomsotive |
The Company Dealer Locator frysr

Automotive

Search Results For seattle, WA

» ¥ehicle Shopping
ands

HULING BUICK-PONTIAC.GMC Distance: 4.6 miles
» Consumer 4545 FAUNTLEROY WWAY SW
Parts / Services SEATTLE , WA, 93126 -2739
» Business Phone: (206 ) 938-6100
pmc:”"“"" services Fax: (206 ) E74-2143
= Dealer Services
Dealer Locator
HULING BROS. CHEVROLET, INC. Distance: 4.8 miles

Al IniEiate 4755 FAUNTLEROY WAY SW
SEATTLE , WA 98116 -4503
Phone: (206 ) 935-6665

Fax: (206 ) 674-5754

Identifying Other Elements

There are other elements that may appear when yg t web sites on the Internet. Some of
E these include cookies, plug-ins, downloads, or :
3:::; Whenever you go to a web site that allo to for products, this web site has encryption
software built into the web site to prot ou ir database once you submit your order using the
online form. This encryption softw ides ‘& security level for the customer (you) against

someone being able to obtain any n ion as well as any financial transaction information
submitted with the order.

Encryption can also take e is added to your system from this web site. A cookie is a
piece of text that can be on ard drive and allows a web site to retrieve information about

which sites you have 0 information interests you. The cookie consists of two parts:
= anidentifier whi
be a generic i

aname you set up in order to get information from the site, or it could
igned by the web site

rd isandtry to log into that web site as you.

generally set up cookies to try and determine statistics on who is really visiting their web
first time visitor, a return visitor, or someone who got there by mistake. The id assigned to
by the web site is used in their database to keep track of the number of “hits’ on the web site and
whom. Another reason for cookies is the issue of e-commerce or shopping online. The id and
password assigned by the web site helps to identify that you are a valid shopper. Other web sites may
set up cookies to help customize the web site to your preferences, e.g., instead of always going to the
home page, your preference could be set to always go to the page containing downloads for that site.

Take note that cookies do not give out any information about your system other than what was logged
in the folder containing the cookies. The biggest concern about cookies comes from the fact that
spammers or companies who use programs to gather information for marketing purposes can gain
access to these database lists, either from the company directly or via harvesting programs indirectly.
Cookies can lead to a large amount of junk or spam mail that most people do not want, especialy if
“profiles’ can be set up from this information to target your specific needs.
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Cookies are not the only way where a login id and password are generated. If you got to a site to
download information (e.g., freeware, trial copies of programs, etc.), the company generally requires
you to register first in order to have access to any of these files. This includes any FTP (File Transfer
Protocol) sites you may visit where a large amount of files can be uploaded (copied to the FTP server)
or downloaded (copied from the FTP server).

A plug-in is a program that can be downloaded to your system and then installed before you can view
the item on the web site. For instance, many web sites give you the option to download the Adobe
Reader plug-in before you can view any of the PDF files on their web site. The Flash plug-in alows
you to view animation or video from aweb site.

r“. Gt Amh ?E}:‘%\h‘lﬂ'ﬂuc: t |
agobe  Feader | PLAVER

crease the
vice that will
well as manage the

When someone speaks about cache on the Web, they are talking about
speed of your bandwidth (connection) to the Internet. Some ISP’ s offer a
speed up the connection from your computer to other computers on t
traffic flow of requests for information at a reasonable cost.

as a separate window
the actual web page. These are
pear whenever anyone accesses

Pop-up ads (commonly referred to as pop-ups) can either appe
to the web browser, or be designed to appear similar to a i
basically advertisements by companies who have paid to.ha
the web site, or in some cases, using an applicatio
Internet, such as Kazaa for music files. Pop-ups ate n erous to your system as much as they are
annoying to deal with (i.e., closing each wind : view the web site). The more places
you visit on the Internet, the more likely et in seeing more pop-up ads on your screen.
There are a number of companies who ams to help you eliminate these pop-up ads in
addition to setting the Windows alert systern:of f dows XP SP2 includes an option to block and/or
temporarily enable pop-up windowgand \# be suitable for your needs.

& | http:ffisg02.casalemedia.com - Warning - Microsoft Internet Explorer

WARNING! You may have critical errors on your PC.

This wizard will help you improwe the performance of wour PC by removing critical system errors which may
cause frequent application crashes, instability or slow computer speeds,

To continue by scanning your computer For critical errors, click "Next" below,

[ Nest» |[ Cancel

advertisement

Q Inkernet
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Summary

In this lesson you will prepared for going online by reviewing some basic terminology, as well you
learned about different types of organizations that may be online. Y ou should now be familiar with the
following concepts:

= What the world wide web is = Understand what URL or HTTPis
= What aweb browser program is = Understand what a hyperlink is

= How to find information on the Internet = Understand what a cookieis
=  What aweb siteis = Understand how encryption
= Recoghize how HTML works with aweb site Recognize common on

iations
the Internet
Review Questions

?

1. What are the two types of computers that make up the Int
a b.

2. What isaweb server? Give an example of someo have aweb server.

3. What does URL stand for and what does it do?

4. ldentify the server protocol and domai

ht
Protocol Server
Domain Name
5. What is the home p.
e

a Yourco '

easin the following address:
c

.ccilearning.com

c. The page you want to seefirst
whenever you start the web browser

ch engine’sweb site d. A personal web site

6. Int ing.com web address, the .com represents the type of domain it is; in this

mmercial company.
b. Fase

acookie?
plain what a plug-in product is and give an example of when you might install one.
When someone refers to cache on the web, what are they referring to?

10. A popup window is generally an advertisement for a product or service.
a True b. Fase
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Objectives

Lesson 2: Looking at Web Browsers

USING THE INTERNET

Suggested Timing: 1 Hour

In this lesson you will look at what a web browser is and how it can be used to view web sites on the Internet. On

successful completion, you will be familiar with the following:

= What aweb browser is =
= The purpose of aweb browser u
= Some of the popular browsers =
= |dentifying common elementsfound in all browsers =
= |dentifying a secure versus non-secure site

Using a Web Browser

JC

Microsoft Internet Explorer  http://www.

) Portal - Microsoft Internet Explorer

Edit

¢ File Favorites  Tools  Help

() Back ~ EREEA

=

) Search <7 Favorites 42

To access web documents, you need a software program called a we
types of software, there are many World Wide Web brow

g;; programs utilized to see data on the web with graphi
3.2.4 animations. Additionally, applications viewed through
3.2.12

applications. Some of the popular web browsersinclu

Understanding what amailing list is
How amailing list works

Understanding what a newsgroup is
How a newsgroup works

r. As with many other
eb browsers are interactive access
to display pictures, text and
become “point and click”

E[=1Ed
| :f'

~ & ] -

t Address | hktp:ffvva  certiport, comfportal ideskkopdef ault, aspx?TZ=-5

 Links

OCE

C E RT VP O RT Achieve = Distinguish * Advance

Home | Getting Certified | Partnering Opportunities | About Certiport

Venetia Giannakouli, GREECE
Regional Academic Competition Winner

&l

Login (3

Live Ticker

Validated Certification
Exams Delivered

Real time information updated
through over 9,000
Certiport Centers worldwide

[ Buy Exams MNow

CERTIFICATION QUICKLINKS
P Microzoft Office Specialist

B 15 Certification

® Internet
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Netscape

99

http://www.netscape.com

Portal - Netscape

o Fil= Edit Yiew

8.0

Go Bookmarks Tools ‘Window Help

@ @ |% httpf v, certiport,comypartalideskkopdef ault, asp? TZ=-8 I

e\ A Home Metscape Gl Search |

a

|@ Netscape - [Erter Search Terms ® @ search  #Highlicht

_/anrm Fill = -# Clear Browser Hiskory %Naws A Email »

Search

[ |

Bookmarks
Buddy List
Shopping

MySidebar  1abs ¥ x| | CF) Mew Tab [ % Portal

S T
Home | g ied | Partnering tuniti i t L'i”!”"u
Search Results

MNetscape Channels
Movies & Music

Maps & Directions

EE=REEEs

T
G E R O R T

Live Ticker

,531,911

dated Certification
Exams Delivered

Venetia Giannakouli, GREECE
Regional Academic Competition Winner

Real time information updated
through over 9,000
Certiport Centers worldwide

——
[ Buy Exams Now

CERTIFICATION QUICKLINKS
B Microsoft Office Specdialist

P 1C: certification

&
==

Opera

] Fie Edit
" |

Dpen Save

Search

b

Bookmarks

Mail

Contacts

&

Chat

Motes

o

Transfers
[
&)

History

Links

i

Windows

1J Portal - Opera

() Opera = |2 Opera Community | & Opera Web Mal | Oy pic %

Cineweeoe | LR

% W g - = - g v | htkp: e, certipart comfportal/de = | Q\

http://www.op a.con

View Mavigation Bookmarks Mail Chat  Tools  Window  Help

g L e L
Print B Home | Panels | Tile  Cascade Small virtual intermational classrooms £ Il\-r"|18 e
I cin

@ 100% x| o G

|4

Lagin u

Live Ticker

Validated Certification
Exams Delivered L

Venetia Giannakouli, GREECE
Regional Academic Competition Winner

Real time information updated
through ever 9,000
Certiport Centers worldwide

y Exams Now

CERTIFICATION QUICKLINKS

P Microsoft Office Specialist

P 13 Certification

<
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These popular browsers are available for download (copy to your computer and install) from the
Internet, with Internet Explorer and Netscape Navigator already installed on newer computers. Newer
versions of the software have a lot of extra features including an e-mail client or newsreaders, the
ability to view embedded MPEGS, or an HTML editor. They also include new and improved options
with a more attractive interface. Y ou will find other browsers as you begin to surf the net.

Before activating or working with a browser, you will need to review some terminol ogy.

A home page is the first page that you see every time you go to a web site, using the mai dress for
that web site only, e.g., www.ccilearning.com, www.microsoft.com, www.sears.co In most
cases, when you want to go to the first or home page for a site, you don't need to ent
URL field other than the web site address. In general, the home page works as
index for other pages that are stored on that web site.

le of ts or

en up during
indows usualy
ey want you to be
0 has paid to advertise
these windows to go to

Once you begin to access different web sites, you may find that additio
E the time that the site being requested is loading to the screen. Th
3.2.12 advertise something. Sometimes it is an additional page for that w
aware of a new feature or new information; other timesit may be a co

those pages.

As you click on links to find other pages in a web sit
are following links that ssimply interest you, but yot
called “surfing”.

as “drilling down”. When you
ing for specific information, it is

Once you access a web site, you will find similar elements that exist on a web page.
Not al web pages will have the same ts, e web sites may also display these elementsin a
different format, e.g., advertising wind s a'banner, hyperlink is a button instead of underlined
text, etc. The following items are iti s not discussed in Lesson 1, using a different web
page to illustrate these new it

Table of Contents 3 Banne Search Field
MSM Hgme | My MSN | Hotmail | Shopping | Monefr | People & Chat m chi $

5 V4
1A o MSNBC News Updated: 11:45 a.m. ET Jan. 2
BR AKING NEWS AP: Body of missing Wal-Mart clerk found in Texas

C (o —— FCC's Puwell qmttlng -

- =

..T:L k..::MM G ONI_ A http:/iwww.realarcade. . E|E|E] ECEnCY
. ——=hRY

MSNBC TV E g AND ( realArcade. o

e e
Business t::;:ss:' B,d Yn" KnﬂW? ies all over D.C.
Sports e
- Over 45 million people have
downloaded RealArcade®!

Tech / Science ALSO IN THE NEWS _— ——
Weather « On Muslim holy day, bomb at mosqu Get it Today - FREE!
Health + NBC: Will Iraqis fight bombs with balj

RealArcade is a free download.

Entertainment

Travel + Northeast getting ready for big sno h from Reagan

Opinions + Deal makes Clemens best-paid pitcH| | | able snowman look

Local News + Beer seller liable in huge drunk driv| ey to success

[ — + Texas teen's body found after abdu

ent

REAT

Today Show

Nightly News
Meet the Press « Patti Davis writes her awn inaugural add

Advertisement Window
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Table of Contents This usually appears on the left or right side of the web site, giving you alisting

or Index of what other pages or areas you can go to while on this site. These are generally
set up as hyperlinks. There may also be atable of contents or index at the bottom
of each page of the web that allows you to move around this web site, e.g.,
Home, Top, Products, Contact Us, etc.

Banners Most web pages have a banner. A banner is located at the top of an
organization’s web pages and will typically contain the logo and
organization. The banner may also include links to general functions such as
Search, Contact Us, etc.

Search Field Most web sites will have a blank box with the word *“
allows you to search for a specific item on this web site.
field and the accompanying button to activate the
sites, e.g., Search the Web and Go, Search for and

Advertisement These are separate windows that may appear
Windows open at the same time you access a web page.
different product, feature, or information.

he Search
etween web

the web page that
ndows may advertise a

Y ou may also find that some web sites take a bit longer to d others. The more items the web
E site has on any of their pages, the longer it will take he screen. Occasionally you may
os find that a web page only displays part of the page, =|'¥n square or rectangular boxes. This
3.2.12 generally is an indication that a problem occurr ying:to download or display the entire page on
the screen. You can click on the & or Refr efresh the display of the web site. If you still
continue to see any [%] on the screen, thisii s aproblem at the web site location in being
able to display these graphics or links.

As you move through the World ¥ide web browser | Histary X
E will keep track of where you tially creating a |[view - & sesrch

3.2.4 history for reference. This can ery handy in that you can | mjroday

move to a previous w ite acc a couple of days ago (3] canada fwww.canads, com)

without having to re ter the web site address. (&] cellearning (www. crilsarning. com)

Use the € or Hi pen a pane to show you the (5] enn (ww.crin.com)
sites and when y i i ehay (v, sbay.com)
google (v, google.ca)
h Optl on of Clearing the hiStOfy, as hameliving (s, homeliving. ca)
ne within the options or preferences of micrasoft (v, micrasaft,cam)
rogram. It is a good idea to clean out the (&1 msn {www.msn.com)
ona basis to prevent too long alist to search. In msnbe.msn (i, msnbe.msn. com)

My Computer
news, bbe (news, bbe.co,uk)
peanuts (wim, peanuks, com)

, if there is a web site you like, consider adding a
discussed later in Lesson 3) to return to this page
versus leaving it in your history and trying to find it G support.micrasoft (suppart microsoft.com)
in at alater date. /2§ Microsoft Help and Support

Lirne (e, Lime, com)

Identifying Secure Sites

When you visit a web site that requests information from you via an online form, there is the
E possibility that the information can be intercepted and used for undesirable purposes. You could use a
3.1.5 handle or alias name without providing your personal information if you want to prevent the web site
from knowing your real name. This handle or code name could also be set up with your ISP/online
service for mail purposes; providing your actual e-mail address could result in you receiving numerous
unsolicited e-mail.

Another example is when you are making an online purchase using your credit card, the card
information could be stolen and used for illegal purposes.
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On the Internet one uses encrypted transfer for online transactions where your private information
needs to be protected.

Understandably many consumers are till hesitant about providing credit card and other personal
information over the Internet. A full treatment of Internet security is outside of the scope of this
courseware but the main features will be discussed and will provide you with pointers to where you
could obtain more detailed information.

Basically, Internet security boils down to three issues:

= be sure that the e-commerce web site you are visiting really belongs to the comp sit does,

= will the information you submit be “captured” enroute by other parties touse for 0 illicit
purposes, and
= will the e-commerce company itself use your information for other p the current

e-commerce transaction?

Using Digital Certificates
Digital certificates are atechnique used to positively identify the parti commerce transaction.
For example, when you download software from a comp: need to know that the software is
genuine — the company’ s digital certificate gives you the

Digital certificates are obtained from “Certification ho issue, manage and track digital
certificates according to strict international st w.verisign.com for an example of a
Certification Authority. Digital Certificates d on technology.

Using Encryption and Secure Socket L a

When you submit your personal infor
connection. This is indicated by adlock
(https).

commerce site, you are connected over a secure
he status bar and the URL now has an “s’ added

<} Sears Canada - Sign-in - Microsoft Internet Explorer

File Edit View Favaorites Tools  Help lf:'
© (P Back - = &A . 4 Search 7 Favorites 44 T ER

: Address @ htkps: fwwwz, sears.cajwebapp/CCRWebapp) 15P)Sear sCCRWebSite/SigninPage . jsproklRL=https %% 30 % 2F % 2P a Go : Links »

ey

Site Wap | Customer Service | Shopping Bashet

Home | Orderfrom a Catalegue | Frangaiz | Carporate Infa Search ﬂ

Please Sign In to continue

To wiew your Order Histony, you need to sign in. If vou do notwizh to sign in, please use the bad button to return to the
previous page.

Sign-ln Hame: Forgot Sign-In Name?
Fazaward: Forgot Pasaword™

ﬂj é @ Internet

This indicates that you now have a Secure Socket Layer (S3.) connection and that the transfer will
make use of encryption.

When electronic information (e.g., a web page or an e-mail) is encrypted, you apply a key to the text to
transform it into another document where the text is rendered unreadable by scrambling it. When the
other party receives the encrypted document, they need to apply the key to the document to decrypt
(unscramble) to get the original document.
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3.1.5

If you send the key with the document over the Internet so that the other party could decrypt the
document, the key and the document could be intercepted and the document read by someone else.
This would defeat the purpose of using encryption. The Internet makes use of Asynchronous
Encryption. Asynchronous Encryption makes use of two keys, a public key and a private key. These
two keys are related in a very complex mathematical manner. A document is encrypted using the
public key and decoded at the other end using the private key. So even if the document is intercepted
together with the public key, it cannot be decoded without the private key. The private key is never
sent over the Internet.

Keys can be encrypted with different levels of security. Thisis described by the num susedin
the encryption: 40-bit and 128-bit keys are typically used. Y ou should use the highest encr level
possible. Most browsers support 128-bit encryption. If your browser does not, ould.update to a
version that supports at least 40-bit encryption.

Looking at E-commerce and Encryption

The encryption process in an e-commerce transaction is illustrated i owing diagrams. Once
you have added the products that you want to buy to your shepping cart‘ane selected to “check out”,
the web server will typically send you a page with a for e your personal information. As
discussed previoudly, this is done over a secure connegti tps://). Behind the scenes, the
server has sent the page and a public key.

Order L
Form
Public Km

International
Computer Network
(Internet)

E-commerce
Web Server

Once you co and submit it, your browser will first encrypt the form information using
rder form containing your personal information and credit card data were

Private Key

E-commerce
Web Server

Encrypted
Order
Form x,/’

International
Computer Network
(Internet)

Customer

The e-commerce web server will then use its matching private key to decrypt the form information so
that the company can process your order.
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3.1.5
4.3.4

USING THE INTERNET

Understanding Privacy Policy Statements

Once an organization or company has captured your information using a secure connection, there is
still another concern: will the company use your information for purposes other than for the purchase
you made?

Most reputable companies recognize this concern. They want to ensure that you will continue to be a
customer. So they promise to protect the privacy of your information and restrict its use. The
company's privacy policy is usually available on their web site, and should provide you_information
about what they plan to do with any information they capture about you.

fu A
, ‘ amazon.com. e VIEW CART | WISHLST | (YOURACCOUNT) | nE  SEE
Shop in 1f . it
Beauty ' i
Most Wished
ke YOUR APPAREL & TOYS & GOURMET see more  MoSstWished
(Beta-What is this?) STORE |BOOKS | ACCESSORIES | ELECTRONICS | gamgs | DVD FOOD STORES For Items

Help > Privacy & Security > Privacy Notice

Amazon.com Privacy Notice

Last updated: &pnl 3, 2003

Amaron com knows that you care how mformation about you 15 used and shared, and we appreciate your trust that we
will do zo carefully and sensibly. This notice descnibes our privacy policy. By visiting Amazon.com, you are accepting
the practices described in this Privacy Notice.

What Personal Information Ahout Customers Does Amazon.com Gather?

The mformation we learn from customers helps us personalize and continually snprove your shopping experience at
Amazon com. Here are the types of mformation we gather.

s Information You Give Us: We receive and store any information you enter on our Web site or give us in any
other way. Click here to see examples of what we collect. Tou can choose not to provide certam information, but
then you might not be able to take advantage of many of our features. We uge the information that you provide for
such purposes as responding to your recuests, customizing future shopping for you, mproving our stores, and
communicating with you.

Be sure to read this priv !prior to filling out any forms on that web site. If you are sure
you want to proceed, an alternate e-mail address such as one from a web-based e-mail
program instead ay use for other personal mail.

jst, and the list server will resend your message to all the members. Thisis similar to a group of
share a common interest being together in one room. If a member says something, all the
bers will hear it and anyone can reply.

ing lists are very convenient. The members of alist can be located anywhere in the world. All you
to participate is an e-mail account and an e-mail program.

If you are passionate about the orange zebra-striped butterfly, you would join the orange zebra-striped
butterfly list. Y ou can then stay in touch with the 30 people world-wide who share your interest. You
form a veritable online community.

In the business environment there are many lists dealing with specific subjects that would be of
interest to your company. There are lists for specific disciplines and sub-disciplines.

Y ou may choose to set up atemporary mailing list for a specific project.
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Subscribing

Y ou need to be a member of alist before you can post or receive messages. The process of becoming a
member is called subscribing. When you subscribe to alist, your name and e-mail address is stored on
the mailing list server. Unsubscribing removes your information from the list server.

A mailing list server can host many lists. Each list on the server will have a unigue name. The list will
have two e-mail addresses, one for administrative messages (like subscribing) and one that you will
use to send (post) messagesto the list.

Once you have sent an e-mail to the list administrative address to subscribe, the servi
confirmation e-mail, confirming that you are now a member of the list. It will aso
instructions on how to use the other features of the list.

d you a
ou the

The screen here shows atypical e-mail that you would send to subscribe to ali

BE New Messape
© File Edt ‘iew Insert Format Tools Message Help
= ( i) & Y 0 . B 2B 5
Send Undao Check  Speling Attach  Priority Sign Encrypt  Offline
Address
B To: ||istserv@property.com < of List
Server
[ Cc: |

Subject: |

(i
|
ol

arial vl[io | = B r U A =ZiZ¢

subscribe realestate-finance pevans909E yahoo.com
A A

Command to r E-mail
List Server ddress

In this exam [ ver is owned by a company whose domain name is property.com. The
i er are in the body of the message: you are telling the list server that you
st called realestate-finance and that the e-mail address that you are providing
erpiper @acompany.com.

akes of list serversin common use: listserv, listproc, and majordomo. The method of
isdlightly different for each. The example shown aboveisfor alistserv type.

derated versus Unmoderated Lists

derated list employs filtering and only those messages that conform to the set of list rules are
distributed to the members. In a moderated list all messages are reviewed by the list moderator.

Moderated List you receive less e-mails
messages are approved by a human moderator

Unmoder ated List all messages are sent to the members
the process is automated, there is no human intervention
the list can be affected by off-topic messages, junk mail, viruses
the daily volume of messages can become unmanageable
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Mailing List Databases

USING THE INTERNET

How do you find out if there is a mailing list covering the topic that you are interested in? There are
several mailing list databases that keep track of lists, the topic and target audience, and
subscribe/unsubscribe information. An example of a mailing list database is www.liszt.com (now
owned by Topica):

Solution

Customers Partners

TOPICMA-

Over 4000 businesses trust Topica’s Online Marketing;
Solution to increase the return on their Google ad buy
find new prospects, convert them to customers and m
their lifetime value.

Support

Privacy

Shouldn’t you? Click here to explore our Solution today,

Featured Case Study

Find out how Topica’s permission-
based email marketing solution
scored 7% open
rates, 34% click
rates and 97.2%
overall email
deliverability for
customer

% Donordigital

Read the Donor Digital Case Study

Fevewed b
SI! priva: s!!me!

Take a Tour of Our Solution
Tour the interface and main features
of our hosted application.

Most of the mailing list d
search facility like a sear

search for alist coveri u

here

is a hierarchical convention for
comp.security.miscellaneous is a subforum of the security topic and deals with miscellaneous security
issues. The security topic is part of the main topic which covers all forums related to computer topics.

There are ten main Usenet topics:

Alt
Biz
News
Rec
Comp

LIVING ONLINE 1118-1

Collection of newsgroups
Business related subjects
Usenet newsgroup

Hobby, recreational groups

Computer-related groups

About

Customer Login »

Test Drive Topica Free for 14 Days

See what Topica can do for you with
a risk-free, 14-day trial,

First Harme Last Harne

Ermnail Addresz

Cormpany Marme

I:lplease zand me your newslettar,

]C___ Topica's Free Discussion Lists
E Join or Start One Today!

Sci

Soc

Talk
Humanities
Misc

naming forums and subforums.

listsin a directory that you can browse. They also have a

Nhe
gin ussed later in this section) where you can use keywords to

sgroup (Usenet)

Internet messaging service. It covers nearly 100,000+ forums. A newsgroup

the posts. A newsgroup may also be called a bulletin board as it provides a common area for
st or read information.

eed special software, called a newsgroup reader, to read the posts. Most e-mail programs will
include a newsgroup reader.

For example,

Scientific research groups
Social issues groups
Controversial topics

Art discussion groups

Groups that do not belong to any of
the above
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3

As with email, you need an account with a Newsgroup server (that uses Network News Transfer
Protocol or NNTP). Your ISP will typically include a newsgroup account when you sign up. Usually
the ISP will only have a subset of the 40,000 newsgroup forums available on their newsgroup server.

= microsoft. public.cert.officespecialist - Outlook Express

. File Edit View Tools Message Help .ﬂ'
. 3 . . 5 . B . @ &
© Mew Post SendfRecy Addresses Find MNewsgroups Headers
i
Falders X |8 ¥ B subject From -~
l‘-;;‘ Outlack Express Iﬁ Problem with Office Professional 2003 after installing ... nabZu
= @ Local Folders Ij up user acct & duplicate .pst file Sissi
B @ Inbox Ij Dutlook "Ta........ " Contacts options mikem
S Training ﬁ Access or Excel Help! Access and excel Hel
'@ Cutbosx |j Microsoft Office XP Professional {Word Document) Wigmoreman
S Sent Items lﬁ Re: Many Questions on Office 2003 Darlene Kupke
@ Deleted Items Iﬁ Dutlook Calendar - Signature Kim Duffy
B Drafts Iﬁ Word 2003 - Page Orientation Alan b

< ?

= @ msnews, microsoft, com

<-Iamil:rlet:lI't.|:|uhIil:.l:ert.oI'fil:espl:l:ialisI: 77 |rome  To:

Subject:
Conkacts ™ x
There is no message selecked.
There are no contacts to display. Click on Contacts to create
a new contack,
77 messagels), 77 unread Q YWorking Online

This screen shows a typical newsgroup r folder list on the left lists the forums where

the individual has subscribed as a memb

Viewer. It lists al the posts to the
a forum focused on topics regarding the Microsoft
in the certification program).

The following figure shows
microsoft.public.cert.officespeciali
Office Specialist certification

4 ¥ Bt Subject

g Outlook "To........ " Contacts options

¥ Access or Excel Help!

= l:g Microsoft Office XP Professional {\Word Document)
ﬁ Microsoft Office XP Professional {(¥ord Document) the prop solving

l:g Re: Many Questions on Office 2003

=] l:g Outlook Calendar - Signature < Thread

ﬁ RE: Outlook Calendar - Signature
= ﬁ Re: Outlook Calendar - Signatwre €< E);E::c?ed
;ﬁ Re: Outlook Calendar - Signature

ﬁ Outlook Calendar - Signature

l:g Word 2003 - Page Orientation
Qﬂ a specific post has received areply, it is called athread. A “+” sign in front of a post indicates
[

t is a thread. In the figure above, the thread on what the group is about has been expanded,
showing all the messages. Y ou can follow athread by clicking on the first message to read it, then the
next one, and so on. Thistype of forum is also called a bulletin board or a discussion group.

The World Wide Web is a relatively new Internet technology. Because of the ease of navigation and
the attractiveness of web pages, the web has become very popular. Many mailing lists, newsgroups
and bulletin boards can now be accessed with aweb browser.
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Summary

In this lesson you looked at what a web browser is and how it can be used to view web sites on the
Internet. Y ou should now be familiar with the following:

= What aweb browser is = Understanding what amailing list is
®  The purpose of aweb browser ®*  How amailing list works
= Some of the popular browsers ®  Understanding what a newsgroup is

= |dentifying common elementsfound in all browsers = How a newsgroup works

® |dentifying a secure versus non-secure site

show you what is

Review Questions

1. The home page for a web site usually contains a table of cont
available on that web site.

a True b. Fase

2. |dentify the banner on the following image:

M5N Home | My MSN | Hotmail | Shopping | Money | People & Chat m

b
n‘sn- - M S N BC N ews Updated: 11:45 a.m. ET Jan, 2

BREAKI NG N Ews AP: Body of missing Wal-Mart clerk found in Texas
.I....‘m AND RY
+ I e
MSNBC TV E g . e (realArcade. e
: . h Doctrine
- S e Dealers u ﬂ d Y K =
::Z'::ss i " to sell st , n" "ﬂW? ies all over D.C.
Entertainment |+ EE— Over 45 million people have
p— downloaded RealArcade®!
Tech / science ALSO IN THE NEWS

Weather + On Muslim holy day, bomb at mosqu
Health + NBC: Will Iraqis fight bombs with ba
+ Northeast getting ready for hig sno

Get it Today — FREE!

RealArcade is a free download.

from Reagan

Opinions + Deal makes Clemens best-paid pitch | , able snowman look

Local News + Beer seller liable in huge drunk driv ey to success
Newsweek + Texas teen's body found after abdu
Today Show

Nightly News ' E:., '.'-y'"l‘! - OMLIME EDITION

Meet the Press » Patti Davis writes her own inaugural ad ® Internst
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3. If youseeanicon similar toE , What does this mean?
a.  Youneedtoclosethewindow before c¢.  You need to stop the downloading of

going further. this page and then reenter the URL to
display everything.
b. Alink of somesortismissing atthis d.  Nothing. The problem lies at the web
location, e.g., picture, ad, etc. Server.

4. When you visit aweb site that wants information from you in aform, you can provide a handle or

alias name instead of your own to cut down on any junk mail you might receive.
a True b. Fase

5. Provide an example of when you might want encryption on a secure site.

6. A company’s privacy statement usually states what they plan to
capture on you when you visit their site.

a True b. Fase

formation they

c. Qine discussion area.

7. Whatisamailing list?
a.  Thenamesinyour Contact Listsin
your e-mail program.

b. A public Internet messaging service you place your name on alist
eceive marketing material.
8. What'sthe difference between a moder an unmoderated list?
9. Inorder to access information jman you need to set up an account with that newsgroup.
a True
10. What is athread?
a Arequ ipformation. c.  Theprocess of being able to drill
down to find information.
b. meoneto a d.  Another name for aforum.

the newsgroup.
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Lesson 3: Using Microsoft Internet Explorer

Objectives

In this lesson you will look at how to use a web browser to go to different web sites and navigate a web page. On
successful completion you will be familiar with the following:

Suggested Timing: 2 Hours

= Starting Internet Explorer = Using hyperlinks to move around

= | ooking at the home page = Working with bookmarks

= Entering in aweb site address

Getting Started

In order to go online to the Internet, you need to have a web browser inst
E machine that comes with Windows installed also has Internet Ex
3.
3

2.2 Explorer, use one of the following methods:

stem. Every
0 start Internet

= Click on Start, All Programs, and then I nter net Explor

= Double-click on the & icon on the desktop.
= Click onthe .é icon on the Quick Launch toolbar,
u he home page. The default setting for
to a different web page (e.g., your
tio mmand.

Once the web browser starts, the first page you
Internet Explorer is www.msn.com but this
company’ s web site) using the Tools, I nter

|.!!| Exercise

1 Doubleclick on the £ icafijon p.

2 Wait for the browser to start your home page.

2 Welcome to MSN.com - Microsoft Internet Explorer

Edit  View Tools

© File Favarites Help

- Qack - EREREA

: Address |@ hikkpe: f e, msn, comy

O Search < Favorites 42 - B

v|G0

fLinks

MSN Search

reat Deal:

Internet Access

Optimized for Broadband Friday, Jan 21

Autos

Auko Show 2005
Careers & Jobs
Dating & Personals
Entertainment
Games

Health & Fitness
Hotmail GEm

House & Hame
Maoney

Iy MSH

Mews

Shopping

Slate Magazine
Sports by FOX Sports

Selling Out Fast.
Don't Wait!

SmartBargains

MSHBC News
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Travel
‘Warmen

Going Places
Air Tickets

City Guides

Hakel Deals

Local Traffic
Maps & Directions

Look it up

Credit Score
Desktop Search Beta
Encarta

MSM Search Beta
Search Duels

- Exclusive: Steroids hawked online
- Bush starts 2nd term with prayer

+ FCC chief Powell stepping down
Sports by B{1).@ SPORTS

= Clemens' deal a record for pitcher
- Artestto return to practice soon?

Winter Fitness = Ski Trips - Gas Prices » COnline Degrees

m
Knockouts

Which new flicks
are the hottest?

Can breakfast cut heart disease?
= Why going hroke is a fact of LIS life
- Chefdegree: a recipe for success?

’ % r]
= 3 Betterhealth M0
is a destination
-

Get Quote:

]

Quotes delayed at least 20 minutes

Dow
NASDAG
S&p

1046933 » 214
2,05086 4 5.08
117618 & 078

Find a Broker: Ameritrade, Scottrade, ShareBuilder,
TD waterhouse, Trade Now

L v o

T e Iy puey FU N e

&

& Internet
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The content of the screen you see may be different based on which web site was set for your
browser’ s home page.

Try these stepsto learn how to start your browser and then enter an addressin the browser.

3 Insert the CCl Learning Solutions URL by clicking in the Address line and typing:
www.ccilearning.com

4 Pressthe(Enter) key.
5 Wait for the page to load.
6 Click inthe Addressfield and type: www.msn.com and press(Enter ).

Looking at the Screen
It isimportant to recognize the various components of a browser’swi

Close
aximize/Restore
Minimize

Title
Bar

Menu
Bar

Control
Icon

Toolbar

Action

2l Welcome to MSN.com - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qs - Q@ [A A @ Pseecndfromn= @ - S H LK B

address | &) bt e, men.cam) ~ Gu Links **
search =

(t Mew Customize

MSsN Search

Chonse a category for your search:
@® Find a Web page
O Find a person's address
O Find a business
OFinda map
O Look up a word
O Finda picture

O Previous searches

Find a ‘w'eb page containing,

| |
BlougEt to you by MEN

Searcl

Search for other items:
Files or Folders
Computers

Printers

People

(@005 MicrosoRt Corporation. Al rights
vesarved.  Terms of Use

A

reat Deal:
Internet Access

Auto Show 2005
Careers & Jobs
Dating & Personals
Entertainment
Games

Health 8 Fitness
Hotrnaill

House & Home
Morey

Py MSN

Mews

Shapping

Slate Magazine
Sparts by FOX Sports

Optimized for Broadband Friday, Jan 21

MSHBC News

» ey

My MSN Hotmail Messenger PC Search

57 SALE strsgu =

S - Bush starts 2nd terrn with prayer

wamen - Exclusive: Steroids hawked onling

Going Places - FCC chlefPo‘weH stepping down 5 !
A Tickets Sports by B SPORTS K

Ciby Guides - Clemens' deal a record for pitcher — Wihich new flicks

Hotel Deals + Artest to return to practice soon? are the hottest?

Local Traffic Dow 10,4405 » 3082 Get Quote:
e T | O —— e 2009 25 [
E?;ﬂ:‘tg:n“:e Winter Fitness = 5ki Trips - Gas Prices « Online Degrees \S&F‘ 117235 » 306 A
Desktop Search Beta " Quotes delayed at least 20 minutes

Encarta Can breakfast cut heart disease?

Find a Broker: Ameritrade, Scottrade, ShareBuilder,

- Why going broke is a fact of US life S L

M5h Search Beta

Search Duels - Chefdegree: a recipe for success? N
Whits Fagss h .\l - Mostsiolenvehicles intne LS Find How: Home Equity Loans, Health Insurance i
< 1
@ o Internet
Search Pane Status Bar Web (Home) Page Scroll Bar
Control Icon Select this icon to drop down the Control Menu to perform functions such as

Minimize Button

M aximize Button

© CCI LEARNING SOLUTIONS INC.

sizing, moving and closing windows.

Use to reduce the window down to the smallest size possible (a button on the
taskbar) while still letting the program run in the background.

Makes the window take up the maximum amount of space possible on the
screen. You usually do thisto avoid anything distracting in the background.
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Restore Button When awindow is maximized, the Maximize button changes to a Restore button
to indicate that you can restore the window back to the original size.

Close Button Use this button to close the window. Closing an application window terminates
the program.

Title Bar Located along the top of a window and indicates by its name what the contents

of the window are. The title bar also changes color to indicate whether it is
active (bright color) or inactive (gray).

Menu Bar A menu of commands. This is usualy the easiest place to fi tion you
want to perform. Each item on the menu bar usually has a drop-do u with
additional choices on it. Menu choices can be accessed wi e keyboard or the
mouse.

Toolbar This can be text, icons, or both. This bar can onl the mouse. The

buttons provide a shortcut access to frequently

Action An animated graphic on the right side of yol bar that indicates your
program is actually doing something. Itd4susuall e shape of the logo, e.g.,
Windows flag, Compaq logo, etc.

Sear ch Pane Displays when you activate the tion. Use this to type in the search
criteria of the web pages yo d. If you have Windows XP SP2
installed on your systel the Search Companion instead of the
classic search pane sh evIous screen.

Status Bar This indicates what ing during any given moment in the browser

window. It sho ess o connection and loading pages being accessed. It
may al SO ShQWik Cessing secure or insecure documents, or if you have
the browser has an e-mail component.

Web (Home) Page that appears when you start the web browser. The web site

ng the Tools, I nter net Options command.

Scroll Bar used to scrall through a page when using the mouse to navigate in

e.

Field

thétoolbar isthe Address bar. It is used to |ocate resources on the World Wide Web. A
a home page that has information that you are seeking. It will appear similar to the

Using

Theline

.ﬁ.ddrss hikkpe e, s, com| w ﬂ o Links **
‘ dress  Indicates the web site currently being viewed or you can enter an address to go to a new
site.
Go Click this button, after entering the web site address, to go to that site.
Links This is a shortcut menu you can use to quickly go to those web sites noted in the

Favorites, Links submenu.

You will find that the home page contents of many web sites will change on a regular basis. This
keeps the web site fresh and current, especially if they have new products or services they want you to
know about. For the most part, it is usually the information to the right of the banner at the left that
will change on a consistent basis. The banner serves as atable of contents for you to use to navigate on
the web site; occasionally a web site may have links across the top of the page to help you navigate to
other areas of the web site.
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If a web site address changes, the company or organization for that web site will generally display a
page indicating what the new address is and in most cases, redirect you to that new site automatically.
In a situation where you visit this site frequently, you may want to either join their mailing list so you
can receive updates on the web site, or mark this site with a bookmark (discussed later) so you can
move to it later without having to enter the address each time.

There may also be times when you enter an address and a screen similar to the following is displayed:

\;\ We can't find “www.ccilerning.com”

You can try again by typing the URL in the address bar above.
Or, search the Web:

Goto MSM Search to see complete results for "wwaw.ccilerning.corm”.

More infarmation aboutthis errar,
About Results

= Mot satisfied with your results? Help us improve.

Powered by %! MSH Search

example, the domain name was y. Another example of how you could enter a web
address incorrectly is wh th punctuation or characters are used, as with
http//ww.microsoft,com\office orrect entry should be http://www.microsoft.com/office.

On other occasions you mMror message similar to the following:

@ The page cannot be found

This type of message is an indicator thatyou h ped the web site address incorrectly. This could
be a spelling error in the name or you%e e correct protocol or domain type. In the above

The page vou are looking for might have been removed, had its
name changed, or is temporarily unavailable,

Please try the following:

» If yvou typed the page address in the Address bar, make
sure that it is spelled correctly.

® Openthe www londonrocks.com home page, and then look
for links to the information you want,

s Click the ™ Back button to try another link,
o Click @ Search to look for information on the Internet,

HTTP 404 - File not found
Internet Explorer

This type of error indicates that the web site or web page you want to go to no longer exists. The web
page displayed gives you a few options regarding how to fix the error. In some instances you may not
be able to find a solution if the web site no longer exists.
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L!!| Exercise

1 Activate your web browser, if not already open.
2 Highlight any text in the Address field and replace with www.microsoft.com
3 Click onthe Go button.

Whenever you enter a web site address in the Address field, you can also press the (Enter Jékey to go to
that site as an alternative to using the Go button.

Y ou should see aweb page similar to the following:

24 Microsoft Corporation - Microsoft Internet Explorer

File Edit ‘Wiew Favarites Tools  Help

'(':Back A > | E @ :‘ ):‘ Search <7 Favorites o | - E.; I.f)_.fl ~ [J

: Address | hktp: { v micrasaft,com/

s Horme | 5

Search Microsoft.com for:

Product Families
windows

Office

Windows Server System
Developer Tools

' DOWNLOADEDS

Business Solutions
Games & Xbox
MM

windows Mobile
All Products

Product Resources

Downloads
Windows Update
Office Update

. s r
AT All your entertainment
Communities in the palm of your hand Tips on setting up and troubleshooting
Support ' 7 i J your home connections
. Portable Media Center =»
Learning Toals

Events & Webcasts
Microsoft.com Worldwide = Popular Downloads = Popular Destinations
Countries & Regions Cindows AntiSpyware for your home for your job
(E?eta) i ) - At Home - At Work b

@ # Internst

ith the Toolbar

k. can be used to help you move around or navigate quickly between the web sites you visit.
Qeack ~ & - [x] [ (o | Fsearch TrFavorites @ | I+ A (W] - [

@ Back ~ Use this button to move back one page at atime.

& - (Forward) Use this button to move ahead one page at atime.

§ (Stop) This button allows you to stop a page while it is loading. If you find that a
page is taking too long to load or you have just made another choice you can
use the Stop button to halt loading the page. If you want to use a bookmark or
typein anew URL, use the Stop button first.
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2 (Refresh) Use this button to refresh or reload the web page again. Sometimes you may
find that a web page is slow to display or seems to have stopped displaying.
Clicking this button will load the page as if you just activated this web
address.

Y (Home) Use this button to take you back to the designated home page for your
browser. This is the page that loads when you activate your web browser
program. You can change this address using the Tools, Internet Options
command.

Activates the Search pane where you can enter text to search d Wide
Web for matches. A list of links will then be displayed match you
can click on to move to a suitable site.

2 Search

Displays alist of your favoritesin a small pane. T list that you

<= Favorites ) k
see when you activate the Favor ites menu.

£ (Higtory) Displays alist of calendar days at the left in a e, giving you a chance
' to review the history of which sites were visited e past period. Click on
the day to see the sites. When you 0 to a particular site, click on that

sitelink.

<3+ (Mail) Activates the electronic mail can use this e-mail command to

send and receive messag

L (Print) Allows you to print t nt Isweb page.

W - (Edit) Allows you t it thi page using Microsoft Word or Microsoft

if i anges made affect only your copy of this web page;
ompany’s original content. If you do not have Word
on your system, Internet Explorer will display |-+ as

enter a discussion group on the existing web page, if available.
ar will also display for you to insert comments on the web page.

layer installed, you may have an extra button that allows you to go directly

nthe @ek - button to move back one page.
ick onthe © - button to move forward to the Microsoft home page.
Click on the +zFavarites  button.

Notice you now have alist on the left side listing the favorite web sites for this system. Note also
that thislist is displayed in a separate pane, similar to the Search feature.

4 Inthe Addressfield, type: www.microsoft.com/office and press (_Enter ).
5 Click onthe [ button.

Depending on how fast your Internet connection is, the amount of text on the web site will vary at
the time you stopped the download.
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N Microsoft Office Online Home Page - Microsoft Internet Explorer,

USING THE INTERNET

B=1ES

3.2.2
3.2.5

LIVING ONLINE 1118-1

© File  Edit Miew Favorites  Tools  Help -
) Back ~ [ [ » O search | Favorites | L5 A1
ress | |5 hekp: ffoffice.micrasaft, comfen-us/def ault, aspe: b fu}
Address |[E] hitp: off ft. comfen-us/def aul Bs
Favarites e Inited States ‘
add... 2 Organize... C‘!n Micrazate .
C | LiaOfficeOnline
|5 Certification Programs
|5) Competitors Hml'ne . »
£ Fun stuff :ss_ls_tance Resumes: Need he'!p with yol:lfrs ? Today on €
raining Here's how ta write a killer resume :
) Hotel Deals Templates and cover letter in Word, * Winter brg '
®  Trainirg: b
1) Investment Clubs Clip &rt and Media S
: & Try Winde
I Links Downloads W: b
12 Media Office Marketplace * ats g
) Miscellaneous Sites Tools for Your Job
25 My Mew House Microsoft Office Swskem FEATURES
|2) Reference Sites Deplayment Center Download 2005 calendar templates
I5) Sounds Choose from over 35 designs and styles.
|5 Traubleshoating Tr_'i'ij_'-:':ts a2
1) ¥irus or Hoax | [€ >
&] B Internet

6 Click onthe & button.

Once you let the entire page load, you will
to a web site and see an icon such as, [} inst
cannot find the graphic, either from the ol or’
graphics linked to another web s esh
the graphic still doesn’'t show,ghis i

ire web page. Occasionally you may go
pictures. This usually means the web page
web server or a link (some people have the
the screen sometimes redisplays the graphic. If
because the link for the graphic file is broken.

7  Click onthe @ button to t me page.

Notice how you are retur he same screen you saw when you started Internet Explorer.

8 Click onthe 7 Favorites rn off the display.

Understandin

When yo h age, you will notice some text that appears different from the majority of the

text on Often it is a phrase that is a different color or is usually underlined. Some web

p have at may not appear visible immediately on the screen until you point the mouse on
links

ght appear similar to the following:

Microsof.cam e
Windows ‘h

) MessWger

en you point your mouse overtop of the link, you will see the mouse cursor change from an arrow
to a pointing hand. This is a clear indicator that there is a link to another page or site. Also, the URL
(Uniform Resource Locator) will appear on the status bar indicating the link’ s address.

The term “ Surfing the Net” comes from the ability to use these links to move quickly to other areas of
the Internet. After you enter a few web addresses, you will appreciate the ease of using a link to jump
from site to site. When you see links like the ones in the examples, it means that by taking your mouse
pointer and clicking on a link you will surf your way to that new location without having to do any
typing. Occasionally, you may need to click on several links (pages) in order to find the information
you'’ re seeking.
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ﬂ!_.__“ Exercise
1 Inthe Addressfield, type: www.kraft.com and press(Enter ).

Kraft Foods

Home |Profile | Iny ) ponsibility Careers Brands

WORKING S et
MOTHER

%Eﬁ%& Honors ﬂljr:’ 2K {)a()f4t Toblerone
20041 . Scales New Heights

Latest News

skraft Foods Announces Marketing Changes to PR
Emphasize More Mutritious Products mores= New Initiatives
skiraft Realigns Financial Segment Structure far Increase VISIbI'I'(Y

Morth America mores: of Better-for-You A m - a \
mhpaft Introduces MNew Products for South Beach Food Choices - N J V= oz . .
st moress < " _(o- bgmmb_!e B

{ 77~ Solution p

Related Websites...

International Yebsites...  +

All of the sites appear in local langua

KFT Kraft .87 Change -0.15
d d

Minimum 20

Take a few moments to look at the diff types of links on this page. Notice how
Kraft has links that are both text as w

2  Position the mouse pointer on the

> This site is one that changes_on

need to search the screen to th simentioned in these steps.
3 Observethe URL adw us bar. Then click on the link.
Store your favorite recipes for FREE! Sign in 1.21.2005
com™ About Kraft | Shop Kraft | Ask Kraft | Sign infJain Search Kraft: l:l

DAILY DISH Football
" Sensible Favorites
Solution
Program

Score points with your
fans at home by adding

Search by me ian

Select one b

" play Today For

aﬁ'f":a“ce o Kraft Kitchens favorite
and recipe type ) football recipes to your
Select one ' Free Food & garne plan.
h Family
Magazine
offer! » Football Treats & Tips
* EREE Meal v Football Party Wideos
Planner v Delicious Cheese &
Sign me up * snack Tip Cracker Recipes
[ el
Introducing RECIPE OF THE a . . —
The DAY 1
[ " YELYEETA®
NS -
_.(9._5811.‘3!5'6 Cheesy
3N Solution™ Broccoli Soup
» 1
Program Rated #7747 by "
-_. - . __ kraftfoods.com Food & Family Healthy Living Cooking School Promotions

Once you move to another page, the @k -and © - buttons on the toolbar will appear, giving
you the option to move backwards or forward a page at atime. Alternatively, you can click on the
down arrow next to that button and select a particular page (appears only when you have moved
through several pages).

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



1 18 USING THE INTERNET

4  Click onthe @s=k - putton to go back one page.
5 Clickonthe © - button and then click on the Food & Family tab to move to a new page.

Store your favorite recipes for FREE! Sign in 1.21.2005

kraftfoods com™ #beutrafe | Shop Krafe | Ask Krafe | Sign inflain
.
Reci h

foodafamily

by

¥ ion
Select one “

and recipe type

Winter 2005

Get all the recipes from our latest issue, plus
seasonal articles with our best infarmation and tips.

' Featured Recipes
¥ Featured Articles
¥ Zign up for food&famidy magazine

Sign me up

¥ Click here to peek inside our new issue
» Featured Recipes

¥ Featured Articles
¥ hat's Mew on the Web

b archived Issues

yours free!

Notice how the Back and Forward buttons bot u can move to the different pages

you'’ ve seen.

@ Practice Exercise

1 Makesurethat your browser i
2 Modify the Address to read - ww .peanuts.com and then press (Enter ).

e, ™
@

< 4l Privacy Poli

Awsnoora

Strip Library P
[History
the Gang
Fun and Games

. ’ .
Flﬂcﬂ +° vis|+ IOduy 5 S*"p =] Send this strip o a friend A month of Peanute Qriginally Published an: 17-JAN- 1269
QELL, THAT'S ALL RIGHT...
OIS0 || | (L J0sT 60 O Home.. | [( T FAE A VERY HAPRY
PARTMER.. s

v
s —_— S
o LT

M .ﬁ| i ..z:,-f"'/

News

Drays of Summer:
Saint Paul's Tributes to Charles
M. Schulz

- Eant. hics Books to Publizh
the Complete Peanuts
Snoopy on ahoo! Messenger
=7 More

eanuts
-

.-m;_,_.ﬂ...,
o

&> FAQ/Contact Us

& Site Map T
Highlights

Click on any link on this page.

Click on other links and see where you go.

Trythe @k ~and © - buttons.

Inthe Addressfield, type: www.cnn.com and press(Enter ).

o o~ W
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C\WN.com.

SEARCH (%) The Web () CNN.com

MEMBER SERYICES

International Edition | @ Ne‘tscape
(¥ MAKE CNN.com YOUR HOME PAGE

Experience the world
from a global perspective

Powered by YAHOON search

Home Page

World

u.5.

Weather

Business ot Cnnmoney

Updated: 02:33 p.m. EST (20033 GWT) January 21, 2005

Sports ot S.com
Politics

Law

Technology
Science & Space
Health
Entertainment
Traveal
Education

Special Reports

Experience the

world from a
alahal

Ambulance plows into Iraq
wedding, explodes

= U.S. bars terrorists’ from Canada
= Police: Body of abducted Wal-Mart cashier found | # Video
* CHNMoney: FCC chairman Powell leaving post

= 'Moesha’ actor Killed in auto accident

= Couple lost in snowstorm, dials 911 several times, dies

= ‘Flammable’ Titan covered in liquid gas

= Christians issue

= Student sues to end summer homework

mOsT FOFULAR [

MORE NEWS

warnhing on SpongeBob video

CHNNRADIO MORE UIDED

Latest updates 4
sponsored by

WESTERN| [

VIDEO
Dog is recovering after

being shotwith crosshow
# PLAY VIDEO

@.\\INI.COI'I'I,

SEARCH

MEMBER SERYICES

(3) The Web () CHN.com

(¥ MAKE CNN.com YOUR HOME PAGE

Powered by WAHIOO! search

Home Page
World

“ UPDATED:
08:21 a.m. EST (1321 GhiT) January 1, 2005

U.5.
Weather

119

Business ot CnnMoney

Sports ot s.com
Politics

Law

PERSOMNALIZE YOUR
WEATHER

Getyour hometown weather
on the home page!

Enter city name or LS. ZIP

YIDEO moRE winEn [H

Georgia couple
wins §130
millian jackpot
# PLAY ¥VIDED

Technology
Science & Space
Health
Entertainment
Travel

Education

Special Reports

Visit the = = L =
international i i
cdnmernational | Northwest ski season in
o | SUAdden meltdown
.com Snow came late to many Pacific Morthwest ski

areas and now spring-like temperatures in the
mountaing have melted much of it away -- right
along with the resorts’ husiness.

¥ideo
E-mail Newsletters

code:
m SKI REPORT

ZIP goes to nearest of 10,000 Skiing and

cities. showhoarding
Sponsored by

Or gelect location from a list

Experience the world
from a global perspective

n other links to explore this sight.

ng the Menus

The menu choices are available with the mouse or the keyboard. You can access them with the
keyboard by using the shortcut key combination displayed to the right of the menu choice.

Y ou can also press the (Alt) key and then the underlined letter. Once the menu has dropped down, you
do not need to hold down the key any longer. Additional choices can be made simply by pressing
the underlined letter. Y ou can move around in the menus by using the arrow keys, selecting a choice

and pressing the key.

Most people will use the mouse to point and click on the menu choices. There are some choices on the
menus that will not work very well and others that will not work at all unless you are online with your

Internet Service Provider.

© CCI LEARNING SOLUTIONS INC.
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A drop-down menu in the web browser appears and works in the same
manner as any drop-down menu in another application program in New 2

Windows. Many of these commands will also be available on the toolbar | > cirho
or as a keyboard shortcut. The example at the right shows different File

menu options. Save As...

As you look through the menus, you will see many choices. Learning | oo

what they all do comes with using the program and using the Help Print Preview. ..
section to find out how to accomplish certain tasks. Depending on what send i
other software programs are installed on your system, you may see other Import and Export...

commands or settings not found in the default web browser menus (e.g., Praperties
list of favorite sites, how the Search option has been set up, etc.). wiark Offine
Close

N4

L!!' Exercise

1 Click onthe View menu in the menu bar.

2 Inthe submenu that appears, click onthe Go To comnA

YWiew
Toolbars 3
w Skatus Bar

Explorer Bar 4
Back Alb+Left Arrow
Stop Esc
Refresh FS
Home Page Alt+Home
Texk Size 4 ] .
) Microsoft Corporation
Encading 4 )
Microsoft Help and Support
Source Microsaft OFfice Onling Home Page
Privacy Report, ., Kraft Foods Inc, -- The Warld's Fawarit
Full Screen Fi1 Kraft Foods - Great Recipes and Food Id
Food & Family Magazine Cnline
The Cfficial Peanuts Website - Snoopry,
ChM.com
W ChM.cam - Weather
v
mmenu also shows you the different web pages you have visited.

3 icrosoft Corporation optionin thelist.

u should now be at www.microsoft.com home page.

Histary x
view - €38 Search
[E]Today

ceilearning e, coilearning. corm)

£ cnn (v, cnn, com)

You could have also seen a history of the sites you have 8] ci.com

visited by clicking on the € button and then using the &) ChM.com - W

pane that displays at the left when this button is active. (S50 kraft (v kraft. com)
kraftfoods (v kraftFoods.com)
micrasoft {wwe, microsoft, com)
TSN (WL NS, COm)
MyComputer

office. microsoft (office, microsoft.com)

)

peanuts (wwe, peanuts, com)
suppart. micrasoft {support. microsaft. canm)
sympatico {sympatico.msn.ca)
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Adding a Bookmark to Your Favorites List

E Many times you will come across places that you want to return. As you surf through all of the

interconnecting links, it is very easy to find an interesting site, and then later forget where it was.
Surveys have shown that one of the largest complaints about using the World Wide Web is that people
cannot find their way back to a page they visited during a previous session.

3.2.6

Internet Explorer gives you the ability to add bookmarks in the Favorites menu. By recording a web
page, you can return to it by selecting it from alist.

Places you want to return to are kept in a menu in the program. When the menu drops
see something similar to the menu displayed on the following page.

ou might

Farvorites The number of folders or web sites displayed o will vary,
Add to Favarites. . depending on which version of Internet Explorer d if other
Organize Favorites. ., users have bookmarked different web sites addition to

£ Links » | displaying these ones, Internet Explorer giv ion to organize the
&) M. com bookmarks by creating folders, moving web hese folders, or simply
&) Radio Station Guide to reorganize the order of the folders and web e list.

t any time by clicking on it from

Once a web site has been added to the Favorites list, you
the Favorites list.

|!!| Exercise

1 Inthe Addressfield, type: www.mon
2  Select Favorites.
3

Click on Add to Favorites.

Add Favorite

M Internet Explorer will add this page to your Favaribes list.
[ Make available offine
Mame: | Monsker - The World's Leading Career Mebwork,
Lreateint [\ ) Favarites Mew Falder...
[3) Links
1) Media

4  Click onthe Createin << button.

Add Favorite

M, Internet Explorer will add this page ta your Favorites list.
[ Make available offine
Mame: | Monster - The World's Leading Career Metwork

5 Click on Createin >> and then click on New Folder to create a new folder for this web site

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1
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Create New Folder fgl

Intermet Explorer will create the following folder for pou, ou can uze
thiz falder to organize shortcuts on your Favorites menul.

Folder name: | |

Cancel

6 Type: Job Opportunities as the name of the new folder and press(_Enter ).

Add Favorite

* Internet Explorer will add this page to your Favorites list, V
[ Make available offline
MHarne: | Manster - The Waorld's Leading Career Metwiork, | [ Create in << ] °

Create in: [C) Favarites Mew Folder...

] 10t Opportunities
I Links
1) Media

Notice the new folder that existsin

7 Click OK.
The web site hasb ded ist of favorite sites.

8 Inthe Addressfigd, ty :headhunters.com and press (_Enter ).

9 SdlecttheF

ri

pportunities folder in the list and then click OK.

menu and then click on Job Opportunities.

Add to Favorites. ..

Organize Favorites, ..

@ Headhunters. com employment, recruiters, jobs since 1995
&) Monster - The World's Leading Career Metwork

Notice how both web sites are now bookmarked for later use.

12 Select Favorites, click on the Job Opportunities folder and than then click on the Monster site.
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@ Practice Exercise

1 Inthe Addressfield, type: www.e-cards.com and then press (Enter ).

p Online greetings and gifts with global, educational and T
E_M environmental twist!

Send web-based posteards to friends and family. Every card sent helps generate a Eaceword
donation far Mature. Many of our cards are free, some are reserved for My E- o
Cards subseribers. To send a free E-Card, please visit one of our card categories (Leg-In Halp)
below. To lzarn more about our subseriber service, elick here: py E-Cards

Select: Card
E-Card Pickup

Example E-Card #hon, Jan 24, 2005: Today is also Economic Liberation Day in Togo. Joln Now!
Addressas
Gits Calendar
é Gift Cards er

. Favorites

Flower Shop More Cards! Scrapbook
Other Great Cardbox

Green Links E Features! Subscriptions

Green News Occaslons Wildlife Flora Join Mowl X
GreenlLeap.com -

= Help
§ Contact Us
About Us

Special Cards

Invitations
@ }i Featured Card
v,

Endsngerad Flowers
fresh

F

.

Artists

New
L Photographers . i:

.sﬁ Adveartisers
]

Spatklet (mixed media;
Califarnia, USA) Gifts
(Click to Send) at

Surprise.com

Love
N N
_l _] iij i s Special Dccasions: Environmental
JFK.High  Ridgernort

Organizations
School _ High Schoal

Holidays Feople

Landscapes Flaces  Animations Bi rthday we Susport..,
Empathys Sympathy 2 ™
Find vour Old School Here Friendship

et 1] T -+
[ ] 8

More Card Categories »

Greenleap Mews: Cancerous Cosmetics... WWF

Select Favorites and then Add to ites.
Click on the New Folder butt
Type: E-cards as the name der and then press(Enter ).
Ensure the E-cards f ishi ted and then click OK.
Select View, G ick on the Peanuts web page.
Click onthe E-¢ar the left side of the page.

dthen Add to Favorites.

© 0O N o o b~ W N

-cards folder and then click OK.

izing the Favorites

tes have been recorded, you can use them by accessing the menu item and clicking on the
ou want. Most of these lists can be categorized and placed within sub-groupings. Before you
anize your URL list, the ones you have recorded will appear in a chronological order on the list.

||_...__.._|| Exercise

Select View, Go To and then click on the Microsoft web site.

In the list of links across the bottom of the web page, click on the Careerslink.
Select Favorites, Add to Favorites and then click on OK.

In the Addressfield, type: www.easports.com and press(_Enter ).

Scrall to the bottom of this page and then click on the Jobs link.

aa A W N
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6 Select Favorites, Add to Favorites and then click OK.

7  Select Favorites and then Organize Favorites.

| Organize Favorites

To create a new folder, click on the Create

Folder button. Ta rename or delete an [ Links

itern, zelect the item and click Fename or ) Media

Delete. .
(=) Job Dpportunities

[CrresieFalde ] [ Bename | [3) E-cards

[ Mowe to Folder... ] [ Lelete ] @ ticrozoft Careers Home
@ Electronic Arts Jobs

Links
Favorites Folder

Modified:
142142005 7:43 AW

Cloze

8 Click on the Electronic Arts Jobsin the list and th oveto Folder button.

Browse for Folder

Click the folder that wou want to move the selected Files to,

EI=] o |
[C5) E-cards
{5) Job Oppartunities
{5 Links
) Media '

I [o] 9 H Cancel ]

9 Click Opportunities folder and then click on OK.

eat steps 8 and 9 for the Microsoft Careers Home link in the list.

0se the Organize Folders window.

-organizing the Folders

If you want to reorganize the order of the Favorites list, you can drag the item to the desired location.
3.2.6 For example, if you wanted the sites to be in alphabetical order, you need only to drag the folder or
web site to the desired | ocation.
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||__.._!_|| Exercise

1 Select Favorites and then click on the E-Cards folder.

2 Dragittoits proper location in alphabetical order in the Favorites list.

Favarites

Add to Favarites. .,

Organize Favorites...

= Links{% P &) Customize Links
) Media b | &] Fres Hotmai
2 Job Opportunities 4 Snapshok Margues

[2) E-cards » Snapshat window
& windows
S windows Marketplace

&) windows Media

ﬁ'_t Internet Service $9.95
8 Try Internet Service Free!

The horizontal black bar indicates where the folder wil
also be reorganized within afolder.

ed. Folders or web site links can

3 Select Favorites and then click on the Job Oppo

4 Click on the Electronic Arts Jobs link and iﬁ ove thefirst link in the submenu.

:E"[ Headhunters [~gm employment, recruiters, jobs since 1995
@) Monster - The World's Leading Career Metwork

CEj Electronic Arts Jobs

:Ej Microsoft Careers Home

5 Repeat step 4 to move the 0 Rabove the Monster link.
The submenu for thevpp& es folder should appear similar to:

A,

&) Electronic Arts Johs

:Ej Headhunters.com emplayment, recruiters, jobs since 1995
:Ej Microsoft Carests Home

) Monster - The World's Leading Career Nebwark

v

Summary

n you looked at how to use a web browser to go to different web sites and navigate a web
ould now be familiar with the following:

arting Internet Explorer = Using hyperlinks to move around
Looking at the home page = Working with bookmarks
Entering in aweb site address
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Review Questions

1. How can the Address field be used?

2. If you see a screen similar to the following message, what does this mean?

,\iﬂ\ We can't find "www ccilearing.com”

3. Which tool would you use from the following toolbar to check the history oeru’ve
visited recently?
@ g station or show a

er web page or site when you
t pears when you place the mouse

only to press the (Alt) key in order to access the menu

.J Back - -q) < Iﬂ &Il o search Favorites 4 - g ﬂ =

4. The Media button will display a pane where you can choose t
video.

a True b. Fase
5. A hyperlink is an object on the web page that ju

click on it. You can tell a hyperlink by the pointi
overtop of it.

a True b. Fase \
6. A hyperlink appears as underlined text only.

a True

b. F
7. To access acommand in )
and then the command.
a True b.

8. What is abookm

a A cli ol that you can c. Alink that you can set up on the web
site to mark your page to go to your home page
quickly.

ition to your Favorites menu d. Alink you can use to access help.
can go back quickly to thissite

cannot set bookmarks on your own without getting permission from the network
inistrator.

a True b. Fase

10. Once bookmarks have been set, you cannot rearrange them without deleting them first and re-
adding them to the list.

a True b. Fase
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Lesson 4:

Objectives Suggested Timing: 1 Hour

In this lesson you will ook at different ways that you can retrieve information from a web site as well as some
options to customize the web browser. On successful completion, you will be familiar with how to:

= Save aweb page = Download information from a web site

= Copy and paste information from a web site into a document = Customize the web browser @ptions

= Print aweb page

Retrieving Information from a Web Page

4.3.2

3.2.7

Often there is a need to use the information that you've accessed via . For example,
information or pictures needed to complete an essay or you need to i i onin areport or
proposal. The browser makes accessing and using Internet informatio

f rmation is to be viewed
our workstation can display that

Y ou can only use text and pictures in documents that will be pri
online, you can use any information from the Internet as
format.

There are several ways that you can obtain informatio age:;

= copy and paste text or images
= do ascreen capture &

= saveimagestoadisk

= save web pageto adisk
= print ahard copy of aweb

A word of caution about cgpyrig aterial on the Internet is automatically copyright protected
(belongs to the web site 0 the site specifically gives permission for its information to be
used. If you have fo a picture that you'd like to use but you are not sure whether you
may, you can S ission. Most sites will have an e-mail link that allows you to contact
someone at that s ber to state clearly for what purpose you intend to use the information.

eb page can be saved to a location on your hard drive or network, as needed. This
purpose of reviewing or comparing how other web sites display their information, or
the web site when you are offline (i.e., not connected to the Internet). Remember that if
e contents of someone else’s web site that you may be infringing on their copyright; thisis
ly crucial to remember if you plan to use the information elsewhere, e.g., your web site, an
y paper, etc. Copyright is discussed in the next lesson.

Internet Explorer provides four different formats for saving a web page:

Save as type: Web Page, complete [*.htm;™ htrl] b
i ‘wieb Page, complete [ htm;” html]
Encoding: Wwieh Archive, single file [*.mht)
Wwieb Page, HTRL only [ bt hitml]
Text File [*.hat]
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Web Page, complete
(*.htm, *.html)

USING THE INTERNET

Saves the entire web page with any required folders to hold the graphics
or other links that may exist on the page in its original format. When the
web page is opened in a program that recognizes html format, the web
page looks very similar to the way it did in the browser.

ued sute |
Ol woer )
L Office Online
Home
?:S?S“““ Excel tips and tricks
Templates |_ 3 P Do yeu have a lot of data? Try these
Clip Art and Media
Downloads
Office Markeetplace {
Tools for Yeur Job e
Microsoft Office EEATURES
System Y Download converters and viewers for Office)
f | 3
Deployment Center 4"_ il View files, even if you don't have the program
Ezcel Viewer 2003
Products Word Viewer 2003
Access PowerPomt Viewesr 2003
Web Archive, singlefile  Save the web page with t text set up as one page for the
(*.mht) purpose of being able to i ne page. This format is similar to
taking a picture of th
Inited State ] ft.com Home Map
Ol moear i
L1 Office Online
Home
?:S‘Sfam Excel tips and tricks
I‘emplagtes ‘7 J = Do you have a lot of data? Try thesd
Clip Art and Media
Downloads
Office Marketplace {
Tools for Tour Tob R
Microseft Office TEATURES
System Y Download converters and viewers for Officq
W 3l
Deployment Center 4“‘ .(‘ View files, even if you don't have the program.
Prod Ezcel Viewer 2003
D Word Viewsr 2003
Access PowerPoint Viewesr 2003

Web Page, only
*.ht

LIVING ONLINE 1118-1

Save this page only in an html format so it can be opened either on
another web browser or offline. No graphics or other media linked in the
original pageis saved.

I [x] Mficrosoft. com Home|Site Map)
[

Search

Home

Assistance Excel fips and tricks

Training = Do you have alot of data? Try these shortcuts to work faster in Excel files.

Templates

Clip Art and

Media =

Downloads FEATURES

Office

Marketplace =] pe Download converters and viewers for Office
rs View files, even if you don't have the program

Tools for Yeur

Tob -
= e Excel Viewer 2003
Pictosoft Offiod Word Viewer 2003

an

System +  PowerPoint Viewer 2003

Denlovment

© CCI LEARNING SOLUTIONS INC.



USING THE INTERNET 1 29

Text File (*.txt) Saves as a text file only, meaning the web page displays as text only with
no graphics or formatting of the text.

Microsoft Cffice Online Home Page Microsoft.com
Home |3ite Map

Search: All COffice Online Assistance Training
Templates DownloadsClip art and mediafffice
Marketplacedll Microsoft.com

Home

Lzsistance

Trainihg

Templates

Clip Art and Media
Downloads

Office Marketplace
Tools for Your Job
Microsoft Office System

||__!_._=|| Exercise

Deployment Center
1 In the Address field, type: www.certiport.co

g. Then click on the 1C3
Certification link in the banner at the right

This site is updated on a regular basis uch, links mentioned in the upcoming exercises will
> exist on the home page for this site but may Iways be in the same location as noted at the time of
development. Be sure to check the g reas re this link will primarily be located.

2  Select Fileand then Save As.

3 In the Save as type fid the down arrow and then click on Web Page, complete
(*.htm, *.html).

4  Moveto where this courseware are |located.

5 Type IC3I e name of the file and then click on Save.

6 Minimizeln - orer and start Microsoft Word.

7 tton from the Standard toolbar.

8 e the data files are located and then double-click on the IC3 Information file.

ice how some areas do not appear although the majority of formatting from the web page was
. If this was a file you actually wanted to use in your promotional material, you could
delete those items you don’t want and apply formatting to those that you do want, as needed.
Alternatively, if this should be a document on the company intranet with the links intact, you
could reformat the page and leave the links as is so that other users can jump to the appropriate
pages on Certiport’ s web site to obtain more information.

Close Microsoft Word.
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3.2.8

||__.._!_|| Exercise

USING THE INTERNET

Using Copy and Paste

Using copy and paste with web pages is the same procedure as with application software programs.
Y ou must select the item(s) prior to activating the copy commands.

To copy selected items from a web page, use one of the following methods:
= Select Edit and then Copy.

=  Press(Ctr)+(C).

= Right-click on the selected item and then click on Copy.

To paste the selected items from a web page into a blank document in another applicati en the
application with a new blank document and then use one of the following metho

= Sdlect Edit and then Paste. e

= PressCtl)+(V).
= Right-click in the new location and then click on Paste.

Remember that when you use copy and paste of items from a web you get permission or
clearly state on your report where the information was obtained.

The following exercise provides an example of

ocopy and paste an item from a web site
into anew promotional piece to be created or

1 Inthe Addressfield, type: www.cegtiport.c d press(_Enter ). Then click on the IC3 2005 link
at the bottom of the page.
Position the cursor at the begi 0 first paragraph and drag down to select all the text.

Select Edit, Copy.
Click on Start, All Pr m icrosoft Word.

Type: The 2005 ion Standard for thetitle and then press (_Enter ) three times.

D g~ WDN

The 2005 IC3 Certification Standard

The IC? standard 15 an internationally developed and recognized symbol of digital
literacy. Developed by a team of subject matter experts from around the globe, IC3
accurately and thoroughly represents the digital literacy skills needed in today’s fast-
paced technology world.

Several important changes have been made to IC? resulting in the 2005 Standard. This
model outlines these changes and updates.

IC? — & Dynamic Standard

Because technology changes and advances, the IC? standard 15 updated to stay current.
This evolution ensures that IC? will always be a valid and relevant tool to measure
proficiency in the latest key technologies for school, work, and life.

ICE 2005 Standard

IC? 1z considered by many as the industry standard for digital literacy, and Certiport
wotks hard to keep it current with changes in technology. To help facilitate this, the
Global Digital Literacy Council {GDLC, www. gdlcouncil org) conducted a two-year
review of IC? which resulted in several updates to the standard. The new 2005 Standard
exams reflect the skills and technology needed in today’ s classroem and wotkplace
environments.
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7  Typethefollowing below the inserted text from the web site;

* Excerpt from http://www.certiport.com/Portal/Common/PageLibrary/IC32005.htm

8  Click on the Internet Explorer button on the taskbar to switch back to the web browser.

9 Right-click on the picture of the certificate and then click on Save Picture As.

10 Moveto thelocation of your datafiles, leave the file name asis and then click on Save.

11 Click on the Microsoft Word button on the
taskbar to switch to your document.

12 Select Insert, Picture, From File.

13 Move to the location where the data files are
and then double-click on the picture you just
saved.

14 Save the file as The 2005 IC3 Certification
Standard - Student and then close it.

15 Close Microsoft Word.

@ Practice Exercise

1
2
3
4

File Edit Wiew Image Colors Help

107 — & Dynareic Standard

Because technology changes and advances, the IC° standard is wpdated to stay current.
This evolution ensures that IC* will abways be avalid and releseant tool to measure
proficiency in the latest key technologies for school, work, and life.

107 2005 Standard

IC* is considered by many as the industry standard for digital literacy, and Certipott
works hard to keep i curzent with changes in technology. To help facilitate this, the
(tlobal Digital Literacy Council (GDLC, wwnw gdlcouncilorgy conducted a two-year
resview of 107 which resulted in several updates to the standard. The new 2005 Standard
exarns reflect the skills and technology needed in today’s classroor and workplace
ervironmments

* Excerpt from hittp[ferww certipont comPortal ComraonFPage LibraryIC32005 htra

Start your web browser and ww.microsoft.com/office and press (Enter ).
Right-click on the Micro ' at the top left corner and then click on Copy.

™ — ﬁ_ Micrazafr i 1

£

I. EFEEFENEENENEEn
[THEECEET T ERE

|

For Help, click Help Topics on the Help Menu,

5 Sedlect File, Save.

6 Type: Office logo asthe file name and click on Save.
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You could now manipulate the colors or other elements of this image, if required. If you had
another graphic program with more features in it, you could paste the image into that program
and make the changes as needed.

7  Click onthe | button to exit Paint. Do not save any changes.

Printing a Web Page
You can also print aweb page. Thisis particularly useful if the page islong and it is dif

E on screen.

3.2.9 To print aweb page, use one of the following methods:

= Select File and then Print. V
= Click onthe % button on the toolbar.

" Press(Ctri)+(P).
Depending on the printer installed on your system, the number an abs available to you for
setting up the printer will vary. The printer shown here only h o tabs eneral printing options and

the Preferences button must be used in order to set ut for the printed document. Other
printers may have all options for printing set up as_t ions shown here are meant as
demonstration only; be sure to check the options for want to use.

It to read

General | Options

Select Printer

E{HP LaserJet 8000 Series PS on CCI100
<21 ImageMaker Color Driver
g, Lexmark COptra 5 1650 on CCI100

£ .

Status;  Ready [ Print to file

Location:  Publizhing Department

Cormment: Fird Printer...

Fage Range
[OFA Mumber of copies: |1 £

() Pages: 1
Enter eithier a zingle page number ar a zingle

page range. For example, 512

I Print H Cancel ][ Apply ]

Select the printer to use for printing the web page, the number of copies to be
printed, or what isto be printed.
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Options

Layout
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Select the layout for the web page, as appropriate. If the web page was designed
with frames (blocks of text or images), the preview will indicate same.

& Print

General | Options |

Print frames

[ Print all linked documents [ Print table of links

[ Print H Cancel ][ Apply ]

SOW the web page should print. For instance,
ou ‘Mmay want to set up a landscape orientation

portraif. ;T hese options will vary depending on the printer

Set up options for your

& pri nting Preferences

Layout | Paper/Quality

Orientation
(%) Portrait

() Landscape
() Rotated Landscape Side 1 Side 2

Print on Both Sides

) Maone

(%) Flip on Long Edge
) Flip on Short Edge

FPage Order

() Front to Back
() Back to Front

Fages Per Sheet;

(]S H Cancel l
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Paper/Quality Set up which tray contains the paper to be used by the printer.
- Printing Preferences @g|
Layout | Paper/Guality
Tray Selection
Paper Source: &0 Automatically Select
Media: Maone v
I Ok, l [ Cancel l

o

You may occasionally find that when you send [P RIX
the document to print, the hard copy may be
missing certain elements that appeared e e
.. |
screen. This is usually due to the way th T =z e
page was designed or the print engine for Far e
the web browser. Before printing the Automatically Select I J“ﬂ-ﬂ:f_r-“--"
consider using the Print Previéwhcommand” | 000000000 S
from the File menu to previ :Ea:'m and Faofers
e3der
e will ear when it is pri ill be
pag app . fwibPage Ap of &P
Fooker
fanfhiad
Crientation Margins {inches)
(%) Portr ait Left; 0.3 Right: 0.3
OLandscape Top: 0.75 Eokttom: | 0.75
I Ok H Cancel ” Printet... ]

Select which paper size and which tray contains the paper that the printer will use.

These fields display codes to represent the type of information that will appear
across the top or bottom of every page. The header information generally is the
name of the web page and the current page of total number of pages. The footer
information generally shows the URL or web address and the date the web page

was printed.

Orientation Select whether you want the web page to be displayed in portrait or landscape
mode.

Margins Set up the margins for the web page to be printed. This affects only your printout,

not the actual web page.

Once you have made your selections in the Page Setup dialog box, Internet Explorer then displays the
web page with your selections in the same way it will appear when you send the document to print.
Alternatively, you can also use File, Print Preview.
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A Print Preview

Frint... |

| mERT ~
(i Office Online

Hame=

Fadstan e

Tralning

Templates

Qlp &t ana Weala
Cownloaas

OFfice Warketplace
Tomks ber Your lab
Micromart CFHce System
Deployment Center

Frank Fag e
InkoFath
Une Westing
ne Mote
utlook
Fower ot
Frofect
Fublsher
sk

Wera

Serwars

U Communlcations Serwer
Frofect Serwr

ShareFaint Portal Sereer

Notice the new toolbar available for wol
appendix at the back of this book for fur

Sometimes you may only need a print

entire web page if
prior to activating

Ihcrosoft COffice Online Home Page

| el F'ggeof2 = |@ @| Help | LCloze

Page 1 o0f2

(o o] [ ]

Search: Ml CHice Dnline 4| |

Excel tips and tricks
__

Do you have alat

of aakat Try these
3 shortouts towerk
taster In Excel
Hies,

FEOTURES

L Lawnlaxd canvert=rs
¥ and vewers far oTfics

| Wew Mz, even IF pou aon't
= hawe theprogram .

Excel Viewer 2003
‘Wora Mewer 2003
Fokier FOE ¥lewer 2008

Miore conerhers ana wlewers

I THE SPOTUGHT: WORD

Taday an Offlo= Onlin=
3 5he s ko Im prowe Custom ef Surveys
Test your FrontPage shllls
Demo: W B Frotesdon als ana Outkack

Fres frvery 3am ple pack bor new
Fubidsher bem plates

p——— 20405 =l=ndars
" Han your year with a warlety
of calnaars.
Custam famm cantrak n
InfaPath
Cplay a calenasr, caloulabe
A tokals, ana more.
5 Wew Years resaltians
o Offics = hep yau ke=p
A ¥ Templates, aavice, ana mare
i bo help m et your qouls.

El

Fadstance

ek qrammar In
anther lanquaq ¢

Tem plate

2005 brtha ay calenaar

Tralninq

Create 2 accument
wutlne

Harketpla o

Wora prowlasts

Downlcan

‘Wera 2003 trial

Froauet o

‘Wlora 2003 Inhorm ation

Offlos Narketpkos

© Create a'Wlebsibe with bemplates

2 0,aN 1 Ll Fe N Dt e,

Fraduct infarmatian

Test your borm b yout skils
= e o a prod

the whole page |
the Print co

d

Copyright Internet Resources

el

Offics Updats
() theck tarvpdates

CHp af the Day

[ |
o~

Office 2003 Editlans
2 Downloaguerasr a wlal

3 Beasonz boupqrase

3 Apcut Offoe 2003 Baklons

5 W b b

Quisk Iinks
3 See CFce gemos
3 Zmal budness
+ g sutons
Take 2 aulz
Calen aars ana plann ers

B
B

+ Budness cip art
 Colmnlgts

s

Use maps with Oftlos

See what
today’s Office

seareh our site
mm Publications | Forms m Licensing | Registration

the buttons in this tool bar.

Search Records

The links to other resources are being provided as a convenience and for informational purposes only, The

1
2,
a2

Government Agencies
International Organizations

Qrganizations That Provide Performance/Publishing Rights Clearance Functions.

Copyright Office bears MO respansibility for the quality of information provided through other sites and
computer systems. Providing a link to these other sites should not be construed as an endorsement or
approval by the Copyright Office of these organizations or of the positions they may take on various issues.
The Copyright Office maintains links to web sites in the following categories:

F&y

AARC (alliance of Artists and Recording Companies)

ALCS [Authors' Licensing and Collecting Society, United Kingdom)
ASCAP (American Society of Compaosers, authors and Publishers)

The Authors Registry
BMI (Broadcast Music Incorporated)

Copyright Licensing Organizations & Publications Rights Clearinghouses

E (Friends of Active Copyright Education, an effort to foster and support copyright awareness by the
Copyright Society of the USa)
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portion of the page. This is faster than printing the
. Be sure to select the portion of the page to be printed
click on the Selection option in the Print dialog box.
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Downloading Information

Some considerations regarding

LIVING ONLINE 1118-1

Downloading refers to the process of copying

E download numerous items from the Inter m iC files to software programs to data files.
3.2.10 Depending on what you are downloading, sites will require you to register or fill out some
information prior to the download starti

about you such as your age group, or
indicates you are serious about i

USING THE INTERNET

Select File, Print Preview.
Click on the &/ button.

Click in the Left margin field and change the measurement to be 0.5”. Repeat for the Right
margin. Click OK.

Click onthe = button to display the next page.

Click on the down arrow for the| 753 ~ | button and click on 100%.

Use the [# to zoom out and see more of the web page.
Click on the Fiint... button to send the web page to print.
Click on Close to leave the preview mode.

Select the text starting from the title, Copyright Internet Resources e WIPO line.
Select File, Print. Click on the Selection option and then click

The printer now only prints the text. However, the brow illin he URL and the date at
the bottom of the page so that you can still identify where t eisfrom.

computer to your computer. Y ou can

his gives the company some general information
in a company for marketing purposes, as well as
isfile.

g information on the Internet:

Set up a separate fol
manage the dow

he downloaded files. This will give you a central location to
well as one area where you can delete files if you need space on
rming general file maintenance).

your hard drive (o
When h open or save a program file, consider saving the file to the folder where
your d stored. This gives you the option of installing the program at a later date, or if
you rel | the program, you have a copy of it without having to go back onto the
d
Sr

Intern nload it again.

a scan on the downloaded file prior to installing it! This will protect your system

y
inst. any potential viruses that may have been packaged with the downl oaded file.
ownloaded file comes with a Read Me text file, be sure to read this file prior to installing or

using the downloaded file. These files usually contain information about the file that may impact
the configuration or suggest tweaks you may need to do in order for the file to work correctly.

Some downloads do not require you to actually download a copy of the file to your system. Web
sites that include media such as video may display a separate page where you can view the
download, which essentially comes from their server onto this page. This process is much faster
than downloading alarge file to your own system as a copy of the file is actually downloading into
RAM memory so you can view it. These types of downloads will display a progression bar on the
screen to show how much of the file has been downloaded to the screen. Depending on the web
site and the file, the media may begin playing automatically after a certain percentage has been
downloaded, or it may wait for the entire file to be downloaded and you can then click on the Play
button to start the media. The file is not actually saved on your drive and will remove itself when
you choose another video or exit the web browser.
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IL.._!_“ Exercise

1 Inthe Addressfield of the browser, type: www.winzip.com and press (Enter ).

2  Click on the WinZip link in the Downloads area of the banner at the |eft of the screen.
3 Click on the Download Evaluation button.

4 Click on the Download WinZip 9.0 SR-1 Evaluation Version link.

File Download - Security Warning

Do you want to run or save this file?

Mame: winzipd0.exe
Type: Application, 2,30 MB

From: ftp.download.com

Run ] ’ Save ] [ Cancel

‘While files fram the Internet can be useful, this file tipe can
potentially harm your computer. IF you do not trust the source, do not
rur or zave thiz software, What's the rigk?

Click on the Save button.

Save fis

Save in: | I Dowrloads V|

6

My Recent
Documents

i

Desktop

|

=]

3

ty Documents

File: mame:

=

=
& €

=]

=

T

V| I Save l

by Metwork, Save as type: |Applicati0n v| [ Cancel ]

to the location where the data files are located. Keep the file name as is and then click on
the Save button.

Windows now begins the download of this 2ol vinzipit.ex Completad [Z][Elg]
file onto your system. Once the download is

complete, the window will close @
automatically provided you have the Close | Savina:

this dialog box when download completes f\f”fffo_'fiejﬂm ftp.dowrload com ]
option selected. Alternatively, you can close | Estimated time laft 15 sec (486 KE of 2,30 MB copied)

. Download ko CAMy DocumentsiMise, . \winzip20, exe
the window when Complete' TransFer rate: 121 KB/fSec

Cloze thiz dialog box when download completes

Cancel
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@ Practice Exercise

In the Addressfield, type: www.apple.com and press(_Enter ).
Click on the QuickTime tab at the top of the screen.
Click on the Movie Trailerslink at the | eft side.

A W N BB

Scroll in the page to find a movie you are interested in viewing and then click on it.

> size of the window to preview the movie trailer. Select the appropriate size for your monitor.

This is where the movie trailer will play. The left corner of the
site address where thisfile is being downl oaded.

0 H g N
~ ATMBURTON R

en the movie trailer has completed, click on the @z - button to go back to the page with the
list of movietrailers.
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Customizing the Web Browser

Every web browser comes with features to help you customize or personalize the web browser

JC

3.2.11

3.2.4

139

features. For example, you can reset the home page from the default used by this browser to one that
may be used more frequently by you, e.g., your company’s web site at work. The number of features
you can change or set will vary with the web browser. To change or customize Internet Explorer,

select Tools and then I nternet Options.

Wit the General b, you ¢

Home page
I% Y'ou can change which page to use for your home page.
Address: IEbp: [, s, cay|

General | Security | Privacy | Content | Connections | Programs | Advanced

[ Uze Cumrent ] [ Uze Default ] [ Use Blank

Temporary Intermet files

for quick wiewing later,

‘ Pages you view on the Internet are stored in a special folder
&Y

[Delete Eookies...] [ Delete Files... l [ Settings..

Hiztom

The Hiztory folder containg links to pages you've wisited, for
quick access to recently viewed pages.

Days to keep pages in history: m 3 Clear Higtory

l Calars... ] [ Faonts... ] [ Languages... ] ’Accessibility...]

I ()4 l[ Cancel ]

Use the Security tab to help yo

options you can see whil such
as ActiveX controls ms, both
of which may cont dangerous
files (viruses) th r computer. If
the security i , you will not be
able to vi r certain files, as well
as som or media types of elements

on a web y not display. Be sure to
with network administrator (or

who is familiar with security
s)“before making changes to these
jons to ensure that you can see or activate
S when requested per your requirements.

© CCI LEARNING SOLUTIONS INC.

hange the
page, as
ent of
nsin
ea may
ou begin to
or see more

web site address set up as th
well as perform some basic
files for sites you have vi
the Temporary Int
become more cruci
receive more
popup windg
maintenance G

Also
sh

. The

he History area to clear the list
h sites you have visited over a
e.g., current, last week, two
; etc.) after a specific number of
his can prevent spam harvesters from
g Stes that match their marketing
iteria; the downside is that you will also lose
an interesting site address that you may have
visited and did not bookmark.

Internet Options E]E|

General | Security | Privacy | Content | Connections | Programs || Advanced

Select a'Web content zone to specify its security settings.

® © 0 @
Localintranet  Trusted sites  Restricted
sites

Internet

This zone containg all Web sites you
haven't placed in ather zones

Security level for thiz zone

Custom
Cusztom settings.
- To change the settings, click Custom Level.
- To uze the recommended settings, click Default Level.

l Customn Level... ] [ Default Level ]

[ Ok, ][ Cancel ]
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Internet Options

General | Secunty | Privacy | Content | Cormections | Programs | Advanced

Settings

P Move the slider to select a privacy setting for the Intemet

=& zone

Medium High

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that use personally identifiable
information without your explicit consent

- Blocks first-party cookies that uze personally identifisble
information without implicit consent

[ Sites... ” |mpaoirt.... ][.&dvanced...” D efault

Pop-up Blocker
@ Prewent most pop-up windows from appearing.

Settings...

Block pop-upz

ak. l[ Cancel ]

M Exercise

1 Select Toolsand then Internet Optio
2 Inthe Addressfield of the Home
3 Click onthe @ button on the
Y our web page should no I
4 Select Toolsand th ern ons.

5 Click onthe D€l 00

Delete Cookies

4

Delete all cookies in the Temporary
Internet Files folder?

I Ok l l Cancel

X

Delete Files

"j Delete all files in the Temporary Inkernet Files
L

¥ou can also delete all vour offline content: stored
locally,

[ ]Delete all offline content

ok l [ Zancel

LIVING ONLINE 1118-1

€3,
b
icrosoft main page.

USING THE INTERNET

The Privacy tab can help you set up how much
information can be gathered or harvested from
your system. Do not set this for anything lower
than Medium although High will give you the
most protection against cookies that are
designed to provide marketing information to
other web sites. Again, check with the network
administrator or someone who is familiar with
this option before making any ¢

&

. www.microsoft.com and pr%s.

ton in the Temporary Internet files area.

indows has now cleared out all the cookies in the Temporary Internet Files folder on your
stem. The only downside to doing this is that any information recorded (e.g., login id and
password) for a web site you visit frequently has also been deleted and you will need to log in
with your id and password the next time you visit this site.

Click on the Delete Files button in the Temporary Internet files area.
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This option can be handy when you want to keep your system clean, especially if you have visited
alarge number of web sites.

8 Click onthe Delete all offline content option and then OK.
Y ou will now delete the history list for sites visited by users on your system.

9 Click onthe Clear History button near the bottom of the Internet Options dialog box.

Internet Options

\_‘{/ Are wou sure you wank windows to delete vour hiskory of visited Web sites?

Yes ] I MNo V
10 ClickonYes.
11 Click on the Security tab. °

12 Click on the Custom L evel button.

Security Settings

Setkings:

@ Ackiver controls and plug-ins

W] Automatic prompting For Activel controls
(@) Disable
C‘ Enable

@ Binary and script behaviors
(ﬁ;l Administrator approwved
C‘ Disable
@. Enable

@ Dovanload sigred Activer controls
() Disable
C‘ Enable
@. Prompk

@ ;IZ_)_?‘wnlnad unsigned Activer controls

S T N

4 *

Reset cusktom setbings

Reset ko | Medium V|’ Reset l

[ Ok ][ Cancel ]

the Mg in the Reset to field shows High, click on the down arrow to change this to

security purposes, try not to make any changes in the listed options unless you have someone
who can explain what these options are.

Click on the Privacy tab.

If the setting is Medium or lower, click on the button in the slider and drag up to between
Medium and High.

16 Click OK to leave the Internet Options dialog box.
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Summary

In this lesson you looked at different ways that you can retrieve information from a web site aswell as
options available to customize the web browser. Y ou should now be familiar with how to:

= Save aweb page = Download information from a web site
= Copy and paste information fromaweb site =  Customize the web browser options
= Print aweb page

Review Questions

1. How can you obtain information from a web page?
a.  Copy and paste the text or images d. Save the web p
b.  Capturethe screen e Print a copy _of
c. Savethe picturesto adisk f. All of th

2. When you save aweb page, you can save it only to alocati drive.

a True b. Fase

3. When you copy items from a web page, you mu hing before you can paste it into a

document.
a True b. Fase
4. Items can only be copied from aweb p asted into a Word document.
a True b. F

5. What could be the problemf y
option you can use to chec

web page and certain elements are missing? Is there any
the web page will be printed, and if so, what isit?

6. Thereisnoway youc justathe width of the web page to show more of the web page wheniitis
printed.

a Tru False

7. What ing refer to?

8. An
save

uires you to download means you need to have space on your hard drive in order

True b. Fase
would you want to use any of the optionsin the Temporary Internet files area?

. What should you consider before customizing the Security or Privacy tab?

a  Speak to the network administrator c.  How much maintenance will be
about what changes should be made required if you change these options
toLow
b. How low or high the settings should d.  All of the above
be based on what you want to see e. Onlyaorb
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Lesson 5: Sea

prr s s m e s e

Objectives Suggested Timing: 1 Hour

In this lesson you will look at different ways to enter search criteria to find information on the Internet. On
successful completion, you will be familiar with the following:

= What surfing the Internet means = Narrow the search by using Boolean terms

= How tolook for specific web sites = Recognize some other search tools av le
= Recognize different types of search methods

“Surfing” the Internet

There are millions of web servers connected via the Internet. On aver
E thousand or more web pages. Clearly that represents a very large sour

will host a

3.3.1 There is no overseeing body that monitors the information on the W eb. The result is that
there is both good and questionable information. The Intern i iduals using their own
discretion for what is appropriate viewing or informatio ave been some general talks in

regulate. More success has been garnered by looking &t soltiti or the large amount of spam on the
Internet although at the time of writing, no regulations have f up as yet.

It has become somewhat of a cliché to say t s growing rapidly. First it was hundreds of
sites being added every month, then thol and s® on. The net result is that it has become
increasingly difficult to find the right iaformat ou need. Searching for information has become
like looking for a needle in a haystac ick™fs then to use techniques that result in a smaller
haystack — in other words, to red h of possible information down to a more manageable

level.

“Finding information” r
information or service req
when searching for i
move to the moregop

St

sk
se adirectory

4 Useaportd site

ly im process of finding the URL for a site that contains the
T owing steps outline a general methodol ogy that can be applied
start from the simplest (usually the fastest) method and gradually
ethods, as required.

5 Simple search with a search engine
6  Advanced search with a search engine

As it implies, this method is basically the process of “taking your best guess’. Most
organizations and companies have a web site where you can access their information
and other Internet services. The URL of this web site usually reflects the name of the
organization. For example, if you are looking for information about IBM, the URL
would be www.ibm.com. The other option is when you are looking for information
about a specific subject, you could use that when guessing the URL. For example, if
you are looking for information about JavaScript and Fash you could try
www.Javascript.com and www.flash.com.
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Ask

Directories

Portal Site

Search
Engine

Advanced
Search

Searching a Specific

Alternativ
find th
contents e
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One of the fastest ways 0
E sites. Which web sit
3.3.2 web site and you
easiest method.to

se
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You may spend hours using advanced search techniques when somebody you know
has the answer already. So ask your colleagues in the office, or friends who have
similar interests as you do. Another option is to send off an e-mail to your colleagues
or friends. That way you can ask many people at the same time and save yourself a lot
of effort.

Directories are lists of URLSs that have been classified according to subject matter. In
other words, somebody has already taken the trouble to sift out information and place
it in smaller haystacks — one little haystack for each subject.
companies provide directories based on topics of general interest. H there are

also organizations like libraries, government departments, and univ that
compile directories for more specialized subjects.
Portal sites are web sites that are specialized to a narrow, [ e result is

that a portal site contains extensive information and servic of interest —
theresult isa small haystack!

on the Internet. The
ing the information you
he information in their database
.The process is simple, and often

that it can produce too much

These companies collect information in a database

are searching. The Search Engine will sca
and return a list of sites matching yo
provides useful information. The
information, and it is possible to t information.
Most search engine compani r&\an advance search option. Instead of using
only keywords, you can ¢ using Boolean logic. This usually reduces
the amount of inform etur to a smaler more relevant amount, or a small
haystack.

ch for information is to use the Search field found on all web
determine the results you see; however, when visiting a specific
he search to a particular product or service that company offers, the
formation is to use the Search field for this company.

links that have been set up on a particular web site to see if you can quickly
ion using one of these links. Most web sites provide you with an index or table of
left side or across the top of the screen for easy access.

Type the URL: www.microsoft.com and press (Enter ),
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Product Families
windows

Office

Windows Server Systemn
Developer Tools

Business Solutions The Scripting Guys are back! 2
P [I-new .weh sts for beginning
— E i developers,
Windows Mobile
All Products
Product Resources .
Downloads \ . .
Windows Update b Wlth W|ndOWS XP RSS feeds fﬂr
office Update Internet Explorer
Security . EXPERIENCE THE LATEST INNOVATIONS IN: Be the first to hear about
Cormrnunities o ’ Internet En.plorernews
Suppart Home PCs Ent "_ .'" it Prft')!?_l’.’l? ; and popular downloads.
Learning Tools ; messaging
Events & Webcasts
Microsoft.com Worldwide = Popular Downloads = Popular Destinations
Countries & Regions - Windows AntiSpyware for your home for your job
(Bata) _ - &t Home - &t Work
* Microsoft ActiveSync 3.8 - Windows P - Office Online
B o oew + More Popular Downloads el i N PPy
2  Click on the Office link in the left banner, under t Families category.

Y ou should now be at the main page for th
of these items for further information.
Word 2003.

3 Inthe Search text field, type:

ice products. Y ou could then select one
anted to find information on any updates to

United 5tates

Ol wesser .
L3 Office Online

| Al Office Cnline e | |updates ko Word 2003 |
Home Searched all of Office Online for: “updates to Word 2003" Help
Assistance
Trairing Results 1-25 of top 100, sorted by best match Page: [11 2 3 4 < MNext &
Templates

Sl §3 word 2003 Update: KB&34702 for MUI Pack
Dawnloads Downloads > Downloads For OFfice 2003 > Word 2003 = Updates
Cffice Marketplace
Tools For Your Job
Microsoft Office System :
Deployment Center ﬂ‘j Office 2003 Critical Update: KE828041

Downloads = Downloads For OFfice 2003 = Office 2003 = Updates

ﬁ Word 2003 Update: KB830000
Downloads > Downloads for Office 2003 > Word 2003 = Updates

Can't find it? ﬁ Security update for Office 2003 WordPerfect converter (KB873378)

Search bips For better Downloads = Downloads For Gffice 2003 = Office 2003 > Updates

II
resUits @3 Infopath 2003 Update (KBB87982)

©ther places to laok for Dowrloads = Downloads for Office 2003 = InfoPath 2003 > Updates

"updates to Word 2003":
» Get answers from other 13 Word 2003 Trial
Office users Dowrloads = Downloads For OFfice 2003 5 Waord 2003 > Updates

e S e e P Py e

4 Click on one of these results to see the information for your search.
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Using Directories

I C

3.3.2

Directories are lists of URLs that have been compiled and classified according to subject matter. In

other words, someone has aready done the work for you.

This list of directories is primarily directed at web sites in the U.S. You can use a general search

USING THE INTERNET

engine to look for directoriesin your country. Thiswill be covered later in the lesson.

Each directory has a search field in addition to the lists of categories on the front page. Y ou can use
the search field to find information or click on one of the categories to locate inform

category.

|.!!| Exercise

1  Launch the browser and type the following URL: www.lycos.com

People Discussion Yellow Pages

Product Multirnedia

SEARCH THE WEB:

Advanced Search | InSite Search Marketing

THE LYCOS 50 The Pop Culture Barometer
Fear & Loathing: The New Lycos 50

Justlike Lady Liberty, apple pie and the stars and stripes, our list
proves to be all Americana...maore

NEW IN LYCOS SEARCH
© DATING SEARCH

Look all vou want. Search millions of photo

profiles. Matches fraom five of the most
nopular dating sites.
Search now

Lycos 50 Search Trends
Top WWE Divas

1.
. Chyna

. Trish Stratus
. Stacy Kiebler

Other Tools: Mail - My Lycos - Insite Search Marketing - Share with Circles
Lycos Sites: Angelfire - Gamesyille - Matchmaker - Quote - Tripod - Wired Mews - More

== R R = R R ]

Torrie Wilson

Ay \Weher
Diawn hdarie

. hally Holly
. Christy Hemme

Lita

. Zandice

Hothot Search

NEW! Dating Search
Matches from multiple sites!
Millions of photo
profiles from top dating
sites. Maore choices
kel you find your
perfect match.

Monster

Find wour next jolb on Monster
Search jobs by
specialty and location
and find the one that's
right for you. Post your
resume today.

OQur Partners
kellow Pages b Real Estate

Lucos Horme = Site Map

Search:

Conditions A-Z, Medical Library, News,
Website Directary ...

* Dormain Marme » Autos
Reaistration Buy, Sell, Research, Website Directory ...
* eBay Auclions » Entertainment
* Exmnail Celebrities, Pictures, TV, Website Directory ...
Hel ;
tnee » Einance
* Lucos Messenger Insurance, Live Charts, Trading,
+ Parental Controls Website Directory ...
+ White Pages rGames
+vellow Pages Prize Garnes, Classic Games, Lottery,
Website Directary ...
» Health

Will today be the day?

Tools Lycos Topics Search

+ Add Your Site to Lycas

About Lycos
» Add Your Site to Lucos

+ Advanced Search

+ Adverise on Lycas

+ Audia

+ E-mail Addresses

+ Corporate Infarmation
*Jobs at Lycos

+ HotBot Search
+The Lycos 50

* MP3s

* Parental Controls
* Pictures

* Stocks

* Video

+ Websites Directory
» ihite Pane

#Press Releases
» Send Us Feedback

Thisisthedirectory list.
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3 Explorethe different links.

4 Typethefollowing URL: www.altavista.com

Altaviistas USAY

altavista

Images W3/ Audio Wideo Directary Mews

Tsunami Aid - Click on a charity to help: unicefiee AmeriCans QOXfam Hetwork { for Good.

Translate Toolbar Shopping Yellow Pages People Finder More »»

Business Services Submit a Site About Altavista Privacy Palicy Hzlp

g 2004 Cuerture Services, Inc

Make Altavista My Horme Page

5 Click onthe Directory tab.

Y
altav&s?a"
irectory

Wi'eh Images WP 3rAudio Yideo Mews

AltaVista Global Directory - Browse These Categories to Find Editor-Reviewed Sites

Arts Home Regional

Movies, Television, Music. .. Family, Consumers, Cooking. .. US, Canada, UK, Europe. .
Business Kids and Teens Science

Jobs, Real Estate, Investing... Arts, School Time, Teen Life. .. Biology, Psychology, Physics...
Computers News Shopping

Internet, Software, Hardware. .. Media, Mewspapers, YWeather. . Autos, Clothing, Gifts. ..

Compare the topics with those you saw on Lycos. Explore some links.

Do they contain the same information as Lycos?

@ Practice Exercise

1  Start your browser and type the following URL: www.atnetworld.com

2 Click onthe Directorieslink at the right side of the screen.
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Using Portal Sites

hiC’

3.3.2

* Atnetworld.com

Attorney Directory Automobile Directo
CPA Directory Contractor Directo
Florists Directory Lodging Directo

4+l .
18500
ATNETWORLD ONLINE DIRECTORY

Chiropractors Directo
Dentist Directo
Physicians Directory

USING THE INTERNET

Real Estate Directory Restaurant Directory

Veterinarians Directory

Vacation / Resort Directory Xzett Directories

HOME

3 Explore some of these categories to see the type of information t

Portal sites are web sites that are specialized to a narrow
information in a small haystack.

Portal sites are available for both subject and g
and are looking for information or products
portal. On the other hand, if you are lookin al

your town.

ion.

LIl Exercise

1  Start your browser and type ol

w

. This allows you to search for

For example, if you are a dentist

industry/field, then you need a dental
estaurant then you need a portal site serving

ing URL: www.e-dental.com

E-Dental.com.

. AVertMarkets Marketplace for Industry Professionals
» HOME | Buy Online | Sell Online | Services | Jobs | Hews & Community

Welcome to E-Dental.com

Interested in learning rmore about the advantages of
laser dentistry? Want to find answers to your guestions
about HIPAA and its effect on the dental industry?
Searching for better methods to promote aral health?
Meed to identify and select suppliers? Then you need
the expert advice of E-Dental com, the premier
sourcing site for the dental industry.

Search: Tips

In addition, keep up with the latest information in the
dental community through:

= FREE Mewsletters

» FREE Trade
Publications

= FREE Job Search

» FREE Consultant
Locatar

Special Features

Caming Soanl

o

Click here to find your dream job.

W

Washoe Medical Center

Signdn | Free Newsletter |

Current Headlines

=Teen Years Tough On Teeth Hormanes,
Other Factors... »

=Sizing Up Cost-Effective Enclosures
For Medical... »

American Dental Association, ADA

Foundation Announce Tsunami Relief..
"

UCGSF Schoaol Of Dentistry Professor
Emeritus Ernest Newbrun... »

More...

N4
Washoe Medical Center

Click here

dom Fisnwrld wnsmainm

Note that all the links relate to dental subjects.

2  Explore some of the links.

LIVING ONLINE 1118-1
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149
@ Practice Exercise

1  Start your browser, type: www.sanfrancisco.com in the URL field and press (Enter ).

The Complete Guide to San Francisce, California

SanFrancisco.com

home | hotels | dining | visiting | real estate

nightlife

attractions | theater | locals only

Email sign-in — =T F

UzerID |:| \
S \ ©
Password |7h@| m\\ RAMADA

FLAZA

Indulge yourself an the San Francisco in Grand

Kensington Park Hotel

Cuaint French inn in the Kensington Park Hotel
wilder side, Cnly $55, Style at a Walue Price heart of San Francisco Best Union Square
addrezs

SanFrancisco.com| | gay Francisco Hotels

Discounts and specials at top San Francisco luxury, boutique and value
o e s hotels, selected by the staff of SanFrancisco.com, Also featuring hotel

specials across the Bay in beautiful Marin County,
Book online and save!

Arriver coenser | | @M Francisco Dining (eeoxonine o) W
: San Francizco Dining: San Francisco restaurants, cafes, pubs and bars, The Dramatic Diva
|Jan v| | 31 B | | 03 v| Now featuring instant, free anline dining reservations,

Featured-HIP Hotels:
HMights: Adults:  Children:

plighes:  Adules: childrev | | San Francisco Tours & Attractions —

2 Locate and click on the San Francisco Dini

The Complete Guide to San Francisce, California

SanFrancisco.com

home | hotels | dining | visiting | real estate | nightlife | attractions | theater | locals only

Email sign-in & H
g San Francisco Restaurant Guide —
UserID | | R
Dassword | | Browse San Francisco restaurants by neighborhood or by cuisine: EREE mﬂl@
(togin [where do you want to eat? v |[ what da you want to eat? v| earN 1000 BoNus
DINING POINTS

Cnline reservations at
top SF restaurants

SanFrancisco com | | TOP San Francisco Restaurants

The following is a guide to our top picks for San Francisco dining. ?ﬂ«m»ﬁ!a«[éeéﬁ'
The restaurants represent our dining editor's favorite eateries as S5 D
i 1 well a5 some of the most popular restaurants in the city. They're
Book online and save! all bookable online through OpenTable.com.

Artive! Calendar
[1an %] [31 #][05 1¥] A QU

Persanality Hotels an
Union Square
A Aqua

Mights:  &dults:  Children: 252 California Street, San Francisco CA 94110
El I“J O ;J I u:l :$$$.IAn expense acc?l_:nt des?:inatifnj\_,l Aqula ils theI croun ) CEORGE

ick on the down arrow for the What do you want to eat? field and click on Continental.
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The Cormplete Guide to San Francisco, Califarnia
. ) ) ) L ) ) .

home ‘ hotels ‘ dining ‘ visiting ‘ real estate | nightlife ‘ attractions ‘ theater ‘ locals only

Email sign-in H =
4 San Francisco Restaurant Guide ——
vserol | =
Password: Browse 5an Francisco restaurants by neighborhood or by cuisine: EREE MEALS
@ | Where do you want to eat? et || What do you want to eat? V| EARN 1000 BoNus
DIMING POINTS

<nline reservations at
top S5F restaurants

- SanFrancisco.com is pleased to present this selective restaurant
SanFrancisco.com guide for the city of San Francisco, California. Try our online

reseryations, It's free and books the table immediately in the :
restaurant's reservation system., You'll also receive Dining Bonus &W[Jﬂ&
Points redeemable at thousands of restaurants nationwide. 410 e nns

Book online and save!

Atrive: Calendar Co“ti“e“tal Resta“ra“ts Personjalitl,- Hatelz on
|Jan V||31 V||05 Vl Union Square
Mights: Adults:  Children: e Julius" Castle

[2 v [1 »|[c v 1541 Montgomery St San Francisco CA 94133 _soRGy

4  Next, gotothefollowing URL: www.canada.com.

5 Type: skiing in the Sear chword field and click

1 0 5 0/ CIBC Select VISA* card
= o (and a low annual fee of $29)

ADUERTISEMENT
ADVERTISEMENT

canada.co ~ NEWSPAPERS * TELEVISION ~ CHANNELS ~ CLASSIFIEDS - RADIO

SEARCHWORD: = |

k< fop sfories 2 cast your vote

British Columbia |}

Alberta . Snow wonder some people love winter what would be your
] Is winter getting you down? The days are short, dream ski destination?

The Prairies’ " The nights are long. The cold, snowy months O The Alps
Ontario stretch endlesgly on.and. on. To help you not only .

o survive but thrive this winter, here are some () Whistler
Que. & Atlantic’ uniguely Canadian adventures to get you revved O Aspen
U.S.A. up: .
The World i Mont Ste. Marie Mont Tremblant © Jackson Hole

{ Maont Ste. Marie or Mant Tremblant? One is almast () Telluride
unknown, even to avid skiers from as nearby as m N

plore some of the links.
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Using Search Engine Technology

JC

3.3.1
3.3.3

3.3.2

You may hear people often say that they “used a search engine” to find information. But what does
that really mean? There are companies that specialize in facilitating Internet searches. They are
commonly referred to as search engine companies. Examples are Lycos, Yahoo, Excite, and many
more.

Although the services provided by these < Web Server
companies differ, they use similar technology. URL

In essence, the company maintains a database  |patabase | 4—»
of Internet URLs. Each record in the database
contains the URL, a description, a title,
keywords, and other site information. Users
access the URL database via the company’s
web site. This is shown schematically in the
diagram at the right.

International
Computer Network
(Internet)

searcher

There is a search field on the home page of the sear
can enter keyword information. When you click on tton (sometimes also called Go or
Find), the browser submits the keyword info web server. The web server uses the
keyword information to scan through the d piles a list of URL records that match your
keyword requirements, and then returns ing as a web page. The list is typically

organized as follows: v

o the site. Most search engines will order the URLsin the list according to
L matches the keywords. Sometimes these may contain hidden keywords or
site; as such, they may appear in the list of results even though they may not
the search criteria entered.

y's web site where researchers

1

Descrlptlon

ch engine companies have millions of URLs in their respective databases, they only
ion of al possible URLSs. In the early days, the companies would use special software
idersto “crawl the web” and capture the relevant information. The Internet is now too big for
t be realistic so companies rely on site owners/developers to submit their information to the

Exercise

Start your browser and type the following web site: www.excite.com
2  Typethefollowing keywords in the search field: Africa, elephant and click Sear ch.
The browser will display the web page containing the resulting list of URLS.
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[ X @ Photos

ica, elephant
h 0 Tips

Al
HE P

Cluick Find v SearchSpy MEW! | Excite | Lite | Emnail | Help

Are you looking for? ew By Relevance () Yiew By Search Engine

Indian Elephant
Indian Elephant 1. chop for Elephant art at HOVICA

Endangered African Shaop for world art and home décar at NOWICA. Connact with the world's finest artists
Elephant of ha_ndcraf'ted home décor, unique jewelry and original art from Asia, Africa and Latin
£ftica Elephant ?menca.d bt bty )
F‘Dachiﬂ ponsore Y {=H} WWW. nOWICa, Corm
Kind of Elephant 2. Adopt Animals in Africa

i lenh ave African wildlife and wild lands - sponsor a wild elephant, gorilla, lion or an entire
Africa Elephant Ivar farnily, for yourself or as a gift to others. Provided through the African wildlife
Twio Species of Foundation.
Elenharits Sponsored by hitp:ifwww, awforg
Live African Elephants 3. |Africa wildlife Yolunteer

Placements at wildlife conservation rehabilitation & research projects!
Sponzored by httpiffwww, enkosiniecoexperience, com/

Title URL Description

Largest Elephant

Remember that the result page does not exist as such on't
automatically each time a visitor submits keyword inf
Excite.

ch e web site, but is created
ote the information returned by

3 Type the following URL: www.altavista.com @ @ the same keyword information in the
search field.

&?altavista' Weh Images MP3IfAudio Wideo Directory  Mews Farnily Filtzr: off Halp

. Aduanced Search
Lafrlca, elephant _ Settings

SEARCH: | Worldwide + USA RESULTS IN: i* All languages (  Enaglish, Spanish

Adopt Animals in Africa

Save African wildlife and wild lands - sponsor a wild elephant, gorilla, lion or an entire family, for
yourself or as a gift to others. Provided through the African Yyildlife Foundation.

iy, e, g

Find vour african elephant print rug

Capture for yourself Mature's design to add excitement to your home. Get your own quality african
elephant print rug. Browse our wide selection of popular animal rugs and add to your decor.

whiny. animalsonrugs. com

Joyce Cormbs African Elephant - $84.99

Shop and save up to 80% at Overstock.corm for all your home and garden needs. Save on bedding,
appliances, home decor and more. $2.95 flat-rate shipping. Overstock.com, Your Online Outlet.
wanrwy. overstock. com

Buy "African Elephant" at BN .com

Buy "African Elephant” at Barnes & Moble. Fast & Free Delivery. 3 days or less on orders of §25
or rore. See site for details.

wennee. barnesandnoble. com

What results were displayed? How does the structure differ from those found on the Excite search
engine? Do they contain the same URLs?
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3.3.1
3.3.3

\3

@ Practice Exercise

1 Try searching for the following items using the different search engines listed.

Search Criteria
Mpeg4 devices
fishing lodges in Vermont
highest grossing movies of all time
swiss watchmakers
shoe fashions in 1850’s

Search Engines
yahoo.com

lycos.com

excite.com

msn.com

hotbot.com °

google.com
altavista.com
mamma.com
dogpile.com

2  What kind of results do you get with each? Are th es?

Looking at Search Engine Feature
Although search engine companies (SECs)& hnology as discussed earlier, they differ in
our

the features they offer and in search effectivi being aware of these differences, you can select
the site with the best search enginer ecific research requirements.

One of the main differencesisin t eir databases. To some extent this is determined by
how the companies capture th ion. The standard process is for the site owner to submit
the URL to the SEC. The SEC w use their software to extract the information automatically
from the site. The numb URLSsTh their database depends on the diligence of site owners and

devel opers to submit nclusion in the database.

Some SECs, lik
information. This i

uman operators rather than automatic software to extract the URL
process but may result in more accurate information. It also allows them

ing your URL with their database. However, many are now charging a fee for submitting your
mise higher ranking for your URL in their database.

e Internet, the search engine scenario is changing constantly. The subject of search engine
nology is out of the scope of this course so only the main points will be discussed. However, there
a number of “industry watchdogs’ for the search engine industry where you can always get the
latest information. Y ou can find more information on these watchdogs by searching for ones in your
region using the Search feature in your web browser or with other search engines such as Google or
Y ahoo.
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L..!| Exercise

1
2

LIVING ONLINE 1118-1

Type the following URL: www.yahoo.com
In the search field, type: great wall of china and then press (Enter ).

Aahoo! My Yahoo! Mail Welcome, Guest [Sign In Search Home Help
Web | Images | Directory | Local "5 | Mews | Products

YAHOO! SEARCH |great wall of china

Shortcutz  Adwanced Search  Preferences

Search Results Results 1 - 10 of about 2,800,000 for great wall china - 0.13 sec. (About this page)

Also try: history of great wall of china, great wall of china pictures More...

wr Pictures: find Great Wall of China Pictures on Yahoo! Picture Gallery
Yahoo! Shortcut - About

1. TravelChinaGuide: Great Wall of China =
features infarmation on the history of the wall, its construction, differences among various
sections, and legends.
Category: China » Great Wall of China
wanw travelchinaguide. corm/china_great_wall - More from this site

2. Meet the Great Wall =
studying and protecting the Great Wall of China.
Category: China > Great Wall of China
whini. meet-greatwall org - More from this site

3. The Great Wall =
history, tour, and pictures of the Great Wall of China.
Category: China > Great Wall of China

Scroll to the bottom of the results page &O!Q tex! similar to the following:

Results Page:

Weh | |mages | Directory | Local "®% | Mews | Products

Your Search: |great wall of china

Help us improve your search experience. Send us feedback.

u ortunity to send them some feedback on the types of results you
h g them to filter out items that may not be relevant or review items not

in the results list.
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Web |mages Groups [MNews more »

GO L)S[e great wall of china W

Search: & the web O pages from Canada
"of" is avery common word and was not included in your search. [details]

MNews results for great wall of china - view today's top stories
a} China uncovers $310m fraud at asset management groups - Gulf Daily Mews - 22 Jan 2008

Great Wall of China
Great wall of China - full information on history, construction, different sections
of the great wall and tours on the wall, with maps and photos. ...

wrw. travelchinaguide. com/china_great_wall/ - 22k - Cached - Similar pages

Great Wall of China - Enchanted L earning Software

The Great Wall of China for kids is all about the Great Wall of China and

the Qin Dynasty. All About the Great Wall of China. The ...

wewy. enchantedleaming. com/subjects/greatwall/ - 3k - Cached - Similar pages

Al About the Great Wall of China

(Already a member? Click here.). EnchantedLearning. com All About the Great

Wall of China. The Great Wall of China was built over 2000 ...

wrw. enchantedleaming. com/ subjects/greatwall/&llaboot. html - 12k - Cached - Similar pages

Web Results 1 - 10 of about 5,750,000 for great wall of china [definition]. (0.14 seconds)

Notice how the results vary, as well as the options f
Y ahoo to find the results, a small icon appeared
in its own window. Google does not offer that

5 Scroll to the bottom of the results page tw

s. For example, when you used
esult that would open this result

ersyou a chance to provide feedback.

great wall of china

Search within results | Language Tools | Search Tips | Dissatisfied? Help us improve

@ Practice Exercis

1 GototheU .com

1ainina

The Mother of All Search Engines®

Weh Mews Images ellow Pages  White Pages
Submit Your Site | Help Power Search

About | Services & Tools | Marmma Media Solutions | Advertise | Partner

Make Marmma Your Homepage | Marmma.com Store | Mamma en frangais

@ Copyright 1996-2005, Marmma.com Inc All Rights Reserved | Privacy Policy

2  Type: merry melodies cartoons in the search field and then click on Sear ch.
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Web Mews Images rellow Pages  White Pages
metty melodies catoons | [ Search
Maother of Al Saarch Enginas® Homepage | Pawer Search Help
+ mamma's metasearch results - about these results + refine your search
Search Results 1-15 of 43 for merry melodies cartoons 12 3 [Next] There were no refinements
- far your search: merry
1. The Early Merrie Melodie Cartoons 1929-1935 melodies cartoons

Early Merry Melodie Cartoons. 1931-1835. The following is a complete list of
Merry Melodies released by the Warner Brothers for the years 1931 to 1933
This series was based on popular ...

hitp:heeenie vitaphone.argfmerrie himl [ Google, MSH ]

2. ORANGE COUNTY WEEKLY OC WWeekly: Music: Merry Melodies
.51 August 23 - 29, 2002, Merry Melodies. Bugs Bunny on Broadway makes
stuffy music fun ... They showed videos of these Warner cartoons that | hadn'
seen since | was young ...
hitpeffananiy. ocwee kly comfinkr0 281 /music-arellano.php [ MSN, Gigablast ]

3. Kids WE! Prograrms
Classic .. Loony Toons . and . Merry Melodies .. cartoons shawn on

weaekday afternoons. (Formery . That's Warner Bros.! ). Began Septemnber. ..
hitp:thaneniy.contrib.andrew. cmu eduf~aaron 2hwhikidswh-shows html [ Teoma,
Gigablast ]

4 catoons

ed with; Mamma was able to
e the results list for you.

Notice how each result shows the search engine the
gather all matching results from these search engi

3 Gotothe URL: www.dogpile.com

DOGPILE’

©

Web Search _ White Pages

Go Fetch!

Including Google, Yahoo! and Ask Jeeves. Learn mare

FAVORITE FETCHES WEB RESOURCES He|p with tsunami

Joke of the Da . 5 = f o .
@ : 4 Johnny Carson Donald Trump Web Directory Horo_scope relief offarts. Q
__ - Background Checks - MP3Z Players - Maps - Public Records
‘ l-%ﬁ SearchSpy™ - Aidine Tickets - Tax Sofhware - Weather - Classifieds @m&rps 3%’:)'1‘-2

Submit Your Site | Tzl 2 Friend | Press | Contact Us | About Dogpile | Terms of Use | Privacy Palicy | Download Toolbar

Type: low carb diets in the search field and press (Enter ).
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DUGPILE"  web searcn TR KOTTYERYYY

® Irmage: @ sudic @ v

low cark diets Go Fetch!

All the best search engines piled into one.
) Including Google, Yahoo! and Ask Jeeves. Leamn more

Web results for "low carb diets” (1 - 20 of 115) 1 23 4 5 Meut=
¥iew Results by: () Relevance () Search Engine Are you looking for?
Low Carbohydrate
. Dist
1. Omaha Steaks for wvour Low-Carb diet
Save up to 67% on gourmet menu items perfect for your low-carb diet plan at Low Carb Diet Plans
Omaha Steaks, Find steak, pork, prepared side dishes, snacks and appetizers, _
and low-fat chicken and seafood. Low Carb Diets
Sponsaored by http:ffshoplS.omahasteaks.com [Found on Cuerture] Eecipes
2. The Right Carbs with South Beach Diet Low Carb Foods

South Beach Diet is your delicious and healthy weight loss solution, Get aver

900 low carb recipes, Join now, Foods to Eat for Low

Sponsored by kttp: e southbeachdiet.com [Found on Guerture, Ask Jeeuves] Carb Diet

3. Lose up to 6 Lhs. in 2 Weeks Free Low Carb Diet
Low-carb diet: lose up to 6 |bs, in 2 weeks with the Special K@ Challenge and Problems with the Low
get to know Kay at specialk.com - your online buddy ready to help kick start Carb Diats
your Mew Year's Resolution, -
Sponsored by hittp: ffwewew specialk.com [Faund an Suerture, Findwhat] Arkins Low Carb Diets

Notice the different display this search engine provid h engine the results came from
are displayed across the top of the results list and whether the information is on
a sponsored site or their own site.

Narrowing the Search \
Search engines provide a toal to find items*on Internet. However, depending on the amount and
esu

E type of text entered into the Search fiel ay not always be useful. For instance, typing in
3.3.4 one or two keywords will tell the h look for all matchesfor either of these words, unless
other criteriais entered. Thiso Id be using the options provided with the search engine
or special characters you can ty, with the keyword text.

Punctuation One way

sear
c
p
in
Q ter yellow and tuna as search terms, the search engine will return URLS that

number of matches in the search is to use punctuation. Most
interpret characters like the comma, period, or slash as a space
rn matches for either keyword entered. Others will interpret it as a
ched. This method, while ssimple, is not as helpful as some of the
ethods, especially in newer search engines.

Quotat
Marks tain yellow or tuna or both. If you are looking for yellow tuna specifically, you
ould enter “yellow tuna” in quotation marks. The search engine will only return

URLSs containing the phrase.

Using plus and minus signs allow you to include (+) or exclude (-) certain keywords
igns  from your inquiry. If you are looking for tuna but are not particularly interested in
yellow tuna, then you can exclude this variety by using the - sign, e.g., tuna- yellow.

The safest way to search is to use lowercase for your keywords. Using lowercase will
result in a URL list that also includes capitalized keywords. However, there are cases
where a general keyword could also be a proper name, which is capitalized. For
example, you may be looking for information on the politician, Bob Dole, but you
will also get URL s that contain the phrase to dole out or being on the dole. In this case
you capitalize the first letter Dole as your search term. This will result in a more
precise match.
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Wildcard If a keyword can have more than one spelling or conjugation, you could use only a

Characters  portion of the keyword and wildcard characters for the rest. This tells the search
engine that it must match the keyword portion and the rest does not matter. For
example, if you want sites that have both color and colour as keywords, you could
enter colo*. However, this may give surprising results as the search engine will also
return colon and colombia as matches.

To search for asingle letter, use ? instead, e.g., the search term for color/colour would
be colo?r. The search engine will search for both colour and color.

Exercise

Activate your browser and type the URL: www.dogpile.com

SN =

Type: hockey statistics in the search field and click Go Fetch.

Observe the number of matches that are returned — too many to

DGGPILE®

©
hockey statistics

All the best search engines piled into one.
9} Including Google, Yahoo! and Ask Jeeves. Leam more

Web results for "hockey statistics™ (1 - 20 of 73) 123 4 Nest>
Yiew Results by: &) Relevance () Search Engine Are you looking for?
Hockey Stats
1. The Internet Hockey Database -- Hockey Statistics, Logos, and ... History of Hockey
The Internet Hockey database is an archive for hockey statistics,
hockey logos, and hockey cards. vYou ... league. Playver Search: ... MHL Stats
hitkp ffwewewe hiock ey db.comy [Found an Google, Ask Jeeves, Yahaoa!,
LookSrart, Open Directary] Ice Hockey
2, Baseball, Basketball, Hockey and Football Online Statistics ... NHL Plaver Statistics
Individual player and team statistics for the entire history of pro NHL Archi
baseball (1871-20032), pro basketball (1937-2004), pro hockey (1917- HRL Archive
2004), pro foothall (1920 ...
oockey Database
http: ffwewewr bballsports.comy [Found an Google, Aszk Jeeves, vahoao!] Hockey Database
o y Rules
3. HockeyStats.com -- Home of SMAPSHOT! Sparts Statistics Manager bammnloon
.
... SNAPSHOT! Competitive Sports Manager is the ultimate sports
management tool for ice hockey, in-line hockey, lacrosse, and ringette,

ch by entering the following in the search field: “hockey”+"statistics”. Click
ve the result.

DOGPILE"  isbgeseer s R

© web pages @ Image: @ Audic @ video
: "hocke
f 4

+"statistics”

Go Fetch!

N B All the best search engines piled into one.
L ) 9}‘ Including Google, Yahoo! and Ask Jeeves. Leamn more

Web results for "“hockey™+"statistics™" (1 - 20 of 64) 1 23 4 Mextx>

¥Yiew Results by: (3) Relevance () Search Engine Are you looking for?
Hockey Stats
1. Hockey Statistics Software History of Hockey
Save time, track scoring, shooting, goaltending, penalties, and face-off
statistics, evaluate players, and produce reports (including shot charts) NHL Stats
with Digital Scout software,
Sponsored by: hitp:/fwww digitalscout.com [Found on Overture] lee Hockey
2, Statwiz Hockey Statistics Software MHL Player Statistics

StatWiz hockey statistics software manages all of your youth hockey
team information including personnel, schedules, lineups and stats. Free
trial download,

Sponsored by bt ffwwew fosports.com [Found an Querture]

MHL Archive
Hockey Database

L. Hockey Rules
3. The Internet Hockey Database -- Hockey Statistics, Logos, and ...

The Internet Hockey database is an archive for hockey statistics,
hockey logos, and hockey cards. You ... league. Player Search: ...

httpe e hiockeydb.comy [Found on Google, Ask Jeeves, Yahoo!,
LookSrmart]

+ Recent Searches
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Depending on the search criteria entered, in most cases the results will be a shorter list as you
exclude general topics relating to the search criteria. In this situation, notice how the resultsin the
second search is smaller and more targeted focus on just statistics for the sport of hockey only.

4  Movetothe URL: www.google.com

5 Type: pyramids in the search field and then click on Google Sear ch.

Web |mages Groups RMNews more »

Search: @ the web O pages from Canada

Go ugle stss s

NOWYA Online/Pyramids -- The Inside Story

MNOWA Online presents Pyramids -- The Inside Story. Tour the Great ... Have you ever
dreamed of exploring the pyramids of Egypt? If so, enter ...

wwew. phs. orgAwgbhinovaipyramid! - Sk - Cached - Similar pages

NOWA Online/Pyramids/Explore the Pyramids

... Photos: Aaron Strong. Pyramids Home | Pyramids | Excavation Contents | Mail. NOWA,
Horne | WWGEBH Home | PBS Home Search | Feedback | Shop © 1997 WGEEBH and PBS.
wwwy. phe. orgdwgbh/novalpyramid/explore/ - 3k - 22 Jan 2005 - Cached - Similar pages

[ Mare results from www.phs. arg |

Pyramids
This section uses frames.
wwaw. ancientegypt.co. uk/pyramids/home.html - 1k - Cached - Similar pages

Mational Geographic: Secrets of Ecypt (Photos, Diadrams)

Explore the pyramids of ancient Egypt through diagrams, photos, and facts; plus get related
links, kids content, news stories, and mare. ... Explore the Pyramids, ...

winew. nationalgeographic. com/pyramidss - 18k - 22 Jan 2005 - Cached - Similar pages

Web Results 1- 10 of about 2,110,000 for pyramids [definition]. [0.17 seconds)

Sponsored Links

Eqypt

Mile Cruises, Pyramids
What to see and do in Egypt
iy, etraveldictionary. com

Notice how the results show prim

Rids in Egypt. You could scroll through the list to

see if other pyramids appear it ier to enter a specific search criteria to narrow the

search.

6 Inthe Search field, type: ma amids and press (Enter ).

Web [mages Groups MNews more »

Search: @ the web O pages from Canada

8 . Advanced Search
GO L) [e mayan+pyram|ds Freferences

The Mayan Pyramid - David Lubman

A archaeological study of chirped echo frorm the Mayan pyramid of Kukulkan at Chichen
ltza by David Lubrman Acoustical Consultant This is a concise summary of a ..

w0053, orgdflayanFyramid.btm - Gk - Cached - Similar pages

Mayan pyramids
Mayan Pyramids. The term "pyramid ... Aside from having religious functions,
Mayan pyramids also had other purposes. The pyramids were ...

wewe. CoUPses. psu. edufanth/anth003_cmgl42pyr html - 4k - Cached - Similar pages

Mayan Pyramids

... Mayan Pyramids. The Mayan pyramids, while not coming close to the noteriety of the
Egyptian pyramids, are very impressive and are worthy of study. ..

puffin.creighton. edu/museumsfcohagan/maya.htm - 4k - Cached - Similar pages

newisi@nature. com - Mystery of 'chirping’ pyramid decoded

... Declercy of Ghent University and his colleagues have shown how sound waves ricocheting
around the tiered steps of the El Castillo pyramid, at the Mayan ruin of ...

wane. nature. comdnews/2004/041213/Mull/041213-5.html - Similar pages

Web Results 1 - 10 of about 79,700 for mayan+pyramids. (0.20 seconds)
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@ Practice Exercise

1  Start your browser and go to the www.mamma.com web site.

2 Type: aquarium asthe search term, click Sear ch and observe the number of matches returned.

Web News Images tellow Pages  White Pages
The Mother of Al Search Engines ® Homepage | Power Search Help
+ mamma's metasearch results - about these results + refine your search
Sponsored Links Aquarium Fish
Anuarium - Bargain Prices. You want it, we got it! Fish Tank
Aguarium - Aguariurn for Less Buy Brand Name Supplies at eBay.ca Aguariumns for Sale
Tenecor Acrylic Aguariums - Manufacturer of quality aguariums, filters, furniture, and lighting. Fish Tropical
Aguariumm - Agquarium for sale. aff Check out the deals now! Home Aguarium
Search Results 1-15 of 99 for aquarium 1234567 [Next] Aquarium Supplies

Public Agquarium

1. The Tennesses Aguariurm Saltwater Aquariums

The Warld's Largest Freshwater Aguariom - Buy Tickets Online, Get
Information, Learn About The IMAX 30 Theater
hitp:ihennniy tennis.org [ Google, Open-Directary, MSH, Gigablast, Looksmart |

2. Monterey Bay Aguarium: Home Page
...The Monterey Bay Aguarium in Monterey, California offers.....and exhibits.
Explore the Maonterey Bay Aguarium web site to learn about ocean.... life, take
3 virtual tour of the aguarium ...
hitp:ferasi mbayan. org [ Google, Gigaklast, MSN, Teoma ]

3. Mational Aquariurn in Baltirmore

3 Repeat step 2 but use “aquariums+iatWOu search term. Observe the result.

Web Mews Images Tellow Pages  white Pages
aguariums+national
The Mother of Al Search Engnes ® Homepage | Power Search Help
* mamma‘s metasearch results - about these results +* refine your search
Search Results 1-15 of 57 for aquariums +national 1234 [Next] Mational Aquariurn
- washington DC
1. Mational Agquariurm in Baltirmaore Baltimore Mational Aguarium

A2 2004 Mational Aguarium in Baltimore | Copyright | site design by The
Bemdt Group, Ltd.

Mational Zoo

hitp:iteeen acua.org [ MSN, Business com, Looksmart, Teama | Maryland Science Center

2. Deepsea World Baltirnore Mational Aguarium
Mational agquarium of Scotland. M . .
hittp:teeeeey. deepseaworld.com [ Business.com, Looksmart | Mational Marine Aguarium

3. National Zoolocigal Park Galapagos Shark

Public zoo and botanical gardens. Part of the Smithsonian Institution.
hitp:ifereaw. i eduinatzoo [ Business .com, Looksmart |

4. Literature Review
...studies of zoo visitors (and fewer in aguariurns) Wild national
environmental.... Wisitor Learning ..in Zoos and..Aguariums.. A
Literature. Review. ... .Zoo.. Paula Schaedlich, Ph.D., ..
hitp:ffheenn. aza . org/ConEdiisitorLearningDocumentsidisitarLearnin [ Gigablast ]

4  Repeat step 2 again but now use “aquariums+national+dolphins” as the search term and compare
the results.
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Web Mews Images Tellow Pages  white Pages
aguariums+national+dolphins

The Mother of Al Search Engnes ® Homepage | Power Search Help
* mamma‘s metasearch results - about these results + refine your search
Sponsored Links There were no refinements for

. E . . your search:
Dolphins Aguarium - Dalphins Aguarium for Sale. Check out the deals now! aff aquariums+national+dolphins

Search Results 1-15 of 43 for aquariums +national+dolphins 12 3 [Mext]

1. Aguariums
...Links .. Contact Us .. Under the Sea.. Aguariums .. The following list

are... W - Whales on display (Orcas, dolphins, belugas, etc)  5-
Seals... District of Colurmbia .. The ...
hitp:ffeeenw touchthesea. orgfaguariums. him [ Gigablast, MSM |

2. BAISIN-Aguariums
RAISIM's national list of aguariums and other sites to see fish, whales,
dolphing and other sea creatures. . AQUARIUMS. ALABAMA, DALIFHIM
ISLAMD -- Dauphin Island Sea Lab .. EUFALLA -
hitp: s raisinnet. comfaguarium.him [ MSh, Teoma |

3. Aguariums, national aguarium, aguarium book
Infarmation regarding Aquariums, national aguarium, aguarium book, mystic
aguarium ... attraction featuring tropical aquariums, dolphing, manatees...

kb 11 sroricn e Leayiicl oo ariimn e bbenl 1T 1

Notice how as you enter more parameters in the searc e results are getting smaller or
more specific to the information being sought. °

Using Boolean Terms

Boolean terms are similar to the plus an th

E powerful searches. The most often u lean
h

3.3.4 are often written in uppercase so that t
the same results.
Searching with AN

AND works like the
document. Y our
following exampl

e have seen above, but allow much more
s are AND, OR, NOT, and NEAR. These terms
t better from the keywords but lowercase will yield

an use it when you are searching for multiple terms in a single
de only documents with all your search terms. Take a look at the

salmon

ipes, A
ec ND salmon AND grilled
You.can a ne Boolean terms with punctuation:
% ile AND “interior design”
C

“ceramic tile” AND “interior design”

0 alsotype “/&” instead of the word “AND” to activate the same feature.

Searching with OR

Use OR to search for documents that include one or another of your search terms, e.g., cnet OR “ the
computer network” ; “big blue” OR “1BM” . There are two types of OR functions:

= ORisconsidered an inclusive search option. This option will find and include any links that match
either value.

= XOR or EOR isconsidered an exclusive search option. This option will find and exclude any links
that match either value.

Y ou can also type “/*" instead of the word “OR” to activate the same feature.
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Searching with NEAR

Using NEAR in your query will look for terms in the same document that are within ten words of each
other. For example, cancer NEAR breast will return documents containing “studies on breast cancer”
and also “ studies of cancer of the breast”.

You can combine NEAR with other Boolean terms. For example, gold NEAR silver AND platinum
will return documents containing “gold” located close to “silver” with “platinum” al in the same

document.

Searching with NOT

NOT is used in conjunction with AND. It is similar to the minus sign we
tennis AND NOT Wimbledon will return documents on “tennis’ but do not

Using Parentheses

Y ou can use parentheses in advanced searches to group terms togeth
example, (coffee OR decaf) AND cream.

Y ou can combine parentheses with other terms. For exam
roof) will eliminate non-medical documents about roofi

L] Exercise \
1  Start your browser and go to www.yahoe.c

n

AND NOT (shingles NEAR

2  Type: hockey in the search fiem h. Observe the number of returns.

Yahoo! My vahoo! Mail ‘Welcome, Guest [Sign In

YAHOO! SEARCH |hockey

Web | Images | Directory | Local ¥8% | News | Products

Shortcuts

Search Home Help

Adwanced Search  Preferences

Search Results

Alzo try: world junior hockey, ice hockey, hockey team, high school hockey More...

« Rocket Richard: The Legend - The Legacy The story of hockey legend Rocket
Richard, treasures fram his memoarabilia collection, fan scrapbooks, newspaper clippings,
photographs, videos and rare artifacts.
wnewy. Clvilization.ca

« Hockeyhonkey .com for Hockey Eduipment Unbelievable selection of ice and
inline hockey equiprment. Offering free shipping, superior customer service and savings of
10%-70% off.
wnewy. hockeymonkey.com

Y7 MNews Results for hockey
Sunday's Minor and Junior Hockey Results - Canadian Press via Yahoo! Mews - 11 hours
ago
Hockey's Labar ¥Woes Cut Arena Revenue, Chilling City Budgets - Eloomberg. com - 4
hiours ago
Hockew fan slams Inckoot in own ohit - Siin-Sentinel - 2 hoors ann

Results 1 - 10 of about 22,300,000 for hockey - 0.12 sec, {About this page)

Adventure Morth Hockey Carnp
Troy Crowder's summer hockey
camp is an adventure like no
other. Only 43 players each. ..
weanee adventurenarthhockey. com

Hockey Empire

Equipment far ice hockey
warriors, CCM, ltech, Nike,
Bauer, Mission, Easton, Jofa,...
weanee hockeyernpire.com

Great Skate Hockey Supply
Company

Large selection of ice hockey
eguipment. CCM, Bauer,
Easton, ltech, Jofa, Louisville,...
wnwy, greatskate.com

3 Next, type: hockey AND Kariya in the search field and observe the result.
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Yahoo! hy“ahoo! Mail Welcome, Guest [Sign In

Web | Images | Directory | Local ¥&% | News | Products
-IA_HOO! SEARCH |hockey AND Kariya

Shortcuts

Search Home Help

Advanced Search  Preferences

1. Amazon.com: Books: Hockey Heroes: Paul Kariya =
Hockey Heroes: Paul Kariya, Andrew Podnieks ... Paul Kariya: Hockey Magician (Sports
Achievers) by Jeff Savage ... Sports & Recreation - Hockey. Kariya, Paul. e
whnw. amazon. com/exec/obidostg/detail~/ 1550547925 hv=yglance - 57k - Cached - Maore
from this site

2 &nbsp MIME &nbsp[thepaulkarivaFanlisting]. . . &nbsp =
&nbsp NINE &nbsp [the paulkariyaFanlisting]. .. &nbsp ..
wirw. hockeyluv. corn/kariya - 2k - Cached - More from this site

3. NHL Hockey at CBS Sportsline.com =
MHL Hockey player profile pages at CBS SportsLine.com. ... The Toronto Sun reports Paul
Kariya is not expected to accept the Avalanche's gualifying offer ... 1. 110. Fantasy
Hockey at CBS Sportsline.com ..
wewnw. Sportsline. comdnhl/players/playerpagef19930 - 72k - Cached - Mare from this site

4. Legends of Hockey -- MHL Player Search -- Player -- Paul Kariya =
Paul Tetsuhiko Kariya. Kariya's development into a top-tier player came fraom his devation
0 the aame and the suppart of his sporting fami 3 A5 3 2 and then

Search Results Results 1 - 10 of about 68,700 for hockey kariya - 0,18 sec. {About this page)

4 Change your search to Kariya AND NOT hockey.

Yahoo! Ny wahoo! Mail ‘Welcome, Guest [Sign In

Web | Images | Directory | Local ¥¥ | Mews | Products
Y‘A_I—IQO! SEARCH [Kariya AND NOT hockey

Shortouts

Search Home Help

Advanced Search  Preferences

1. Kariya City =
A beautiful city with an industrial core. that is integrated with its citizens. WELCOME TO
KARIYA CITY'S HOMEPAGE. Kariya City located roughly in the center of Aichi
Prefecture, has Magoya ... the east. Kariya enjoys a mild, pleasant climate and has three
rivers ...
Category: Aichi Prefecture > Kariya = Local Travel Guides
wewree. City. karlya. aichi jpfweewe_data - Mare fram this site

2. Target.com: Paul Kariva Licensed Image with Name Plate &
Buy Paul Kariya Licensed Image with Mame Flate online at Target. Browse our large
Hame section for a gelection of fine merchandise.
target. cormdgpfredirect. html/reEtgt_adv XSDM00007URL=/yp/... - Mare fram this site

3. Yahoo! Sports &
Paul Kariya # | Left Wing | Colarade Avalanche. Height: 510 Weight: 175 Barn: Oct 15,
1974 - “ancouver, British Columbia ... A Pts. Kariya. 11. League Average ...
sports.yahoo com/nhlfplayers/ 1000 - 34k - Cached - More from this site

Search Results Results 1 - 10 of about 89,400 for kariya not hockey - 0.11 sec. (About this page)

4. Kariya -- and other Sports and Outdoors products at Shopping.com| &
Qake the search: Kariya AND NOT (hockey OR Paul)
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Yahoo! hiy¥ahoo! Mail Wielcome, Guest [Sign In Search Home Help

Web | Images | Directory | Local M8 | Mews | Products

YA_HOO.';SEARCH [Kariya AND NOT (hockey OR Paul) | Search |

Shortcuts  Adwanced Search  Preferences

Search Results Results 1 - 10 of about 42,200 for kariya not hockey or paul - 0.14 sec. (About this page)

1. Kariya City =
A beautiful city with an industrial core. that is integrated with its citizens, WELCOME TO
KARIYA CITY'S HOMEPAGE. Kariya City located roughly in the center of Aichi
Prefecture, has Magoya ... the east. Kariya enjoys a mild, pleasant climate and has three
rivers ...
Category: Aichi Prefecture » Kariya > Local Travel Guides
weanwr. ity karlya. aichi jpfweewe_data - Mare from this site

2. Internal Medicine - Dr. Steven Kativa WD, Check Doctor Credentials &
Access critical doctor perfarmance and experience infarmation such as education,
certifications, disciplinary actions and mare.
healthgrades. comddirectory_searchd./Dr_Steven_Kariya_MD_CE7F2892 ofrn - Mare frarm
this site

3. Wikipedia: Kariya ™
YWikipedia Free Encyclopedia's aticle on ‘Karlya' ... Kariya (000, -shi) is a city located in
Aichi, Japan. As of 2003, the city has ... founded on April 1, 1330, Kariya is twinned with
Mississauga, Ontario, Canada ...
en wikipedia.orgfwiki/Kariya - More from this site

Notice how you can combine your Boolean terms to fi ific results.

S

In the search field, type: kings and 35 Enter

@ Practice Exercise

1 Gotothe URL: www.msn.com
2

ch Buider Settings Help  Espaficl

Web Results

1-89 of 22 650 244 containing kings (0.2 seconds)

Kings tickets at StubHub - www stubhub.com SPONSORED SITES
Buy Kings tickets. Large selection of tickets with a wide range of prices. Fast, easy, and 100% guaranteed on StubHub.com.

Kinys Electronics Products - MIDISCO - wew microwavedistributors.com
Microwave Distributors: a huge of-the-shelf stocking distributor of microwave and RF components carrying the entire line of ..

Get Los Angeles Kinys Stats ahd Scores - www foxsports. com/nhitearm/BE307
Find scores, schedule, player stats, team news and more at FOXSports.com.

NBA.com - Sacramento Kings SPONSORED SITES
Explare articles, a schedule, stats, team history, and audia and wideo highlights provided by AwesomeTickets.net -
this official Kings resource. Sacramento Hings

weanwe nba. comfkings Awesome Tickets carries a
B . . wide variety of guality seats

Welcome to the Official Site of the LA Kings to all..

... hawve your password, please click "Forgot Your Password?" The Los Angeles Kings are winnw, Swes ormetickets.net

owned and operated by The Los Angeles Kings Hockey Club, LP, an AEG company.  Terms

of Use | Privacy Policy .. Sacramento Hings

Y ou should receive results on a humber of kings, not just royalty. Assuming your report is on
royalty, you now need to narrow the search.

3 Inthesearchfield, type: kings AND royalty and press(Enter ).
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Web Results

1-8 of 374 213 containing kings AND royalty .14 seconds)

Scotland Royalty - Scottish Genealogy of the Kings & Queens Royal ...

... genealogy resource for the Roval Families in England, France, Normandy, European Kings, Queens, Royalty.
Searchable Archives and Family Trees Scotland Royal Genealogy David | "The Saint" King Of ..

wrw, scotlandrovalty.org Cached page  1/22/2005

Royal Genealogy Archives - Kings & Queens of England, Scotland, France ...

Royalty Gedcorm archives for European royal families the Genealogy of Kings & Queens. Learn the family histary of
the Royal Families of Europel Scotland Reyalty Archives King James Stewart IV Of L.

wewnwy, scotlandroyalty. orgfarchivesfroyalgen. html Cached page
I Zhow maore results from "www. scotlandroyalty. arg”,

KingsFans - View Profile: **KiInGs*RoYalTy*"

.. Send a private message to "KinGs"RoY alTy™ Additional Information Group Memberships N& “KInGs RO Y alTy™ i
not a member of any public groups All times are GMT -7. The time now is 07:28 PM . Contact Us ..

forurns. kingsfans. comdmember. php?s=1fce07 460f388 4067 3227 185dec? 79 80=028  Cached page  1/24/2005

KingsFans - View Profile; **KInGs*RoYalTy"™™

g

ancd Qo o to L -, Melcd

kings in countries other than Europe.

In the search field, type: kings AND royalty

kings AMD royalty MOT Europe
+Search Builder  Settings Help  Espaficl

Web Results

1-9 of 303 440 containing kings AND royalty NOT Europe (0.22 seconds)

KingsFans - View Profile; **KInGs*RoYalTy""

... 3end a private message to *KInGs"RoYalTy™ Additional Information Group Memberships N ~KInGs"ReYalTy™ is
not a mermker of any public groups Al times are GMT -7, The time now is 0728 PM . Contact Us ..
forums. kingsfans. comfmember. php?s=1fce07 4605358 d057 327 185d co V79 8u=628  Cached page 1/24/2005

KingsFans - View Profile: **KinGs*RoYalTy**

... 3end a private message to "KInGs "ReY alTy™ Additional Information Group Memberships NA “KInGs"ReYalTy™ is
not a mermber of any public groups All times are GMT -7. The time now i5 04:05 PW . Contact Us ...

weanwe kingsfans. com/forums/member. php?s=d837 52512201 doafBf00f493126dc&=E28  Cached page  1/22/2005

4 KINGS | Gaming Royalty

... 4K CounterStrike heading for Korea Dignitas PK Cup Seedings Released! QDB Invade UKL Another Player, Another
Interview! Goodfella Interviewed Demos HLTY vs alt.aT Tax view HLTY vs viGor view HLTV ws col wview HLTV ..

4kings.esportsea.comdindex. php?s=news Cached page

4 KINGE | Gaming Rovyalty

... favvourites for tonights match with their Worea-experienced all-star-lineup’. Teamn g4AMD0 0:5 Four Kings [54AMD]
Carawannin 02 A-F oy [EAARMDIKING Crirnsnn 12 Ak Fpis[191 [EAAMOTYINNeR 02 Ak Grihbsye [EAARO

Notice how the search has narrowed down a bit for you but there are also some results that don't
quite fit al the search criteria. Assume you now decide you want a list of kings in the South
Pacific to select from for your report.

In the search field, type: kings AND royalty NOT Europe AND South Pacific and press(_Enter ).
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Web Results

1-10 of 3,799 containing kings AND royalty HOT Europe AND South Pacific @.12 seconds)

http : /v, stampfinder.comftopicquery.cfm

... FRENCH OCEAMNIA) FRENCH SOUTH & ANTARTIC TERRITORIES FRENCH SUDAN .. NORTHWEST PACIFIC
ISLANDS NORTHERN MIGERIA NORTHERN RHODESIA ... Royal Yisits Royal Wedding ROYALTY - KINGS ROYALTY -
QUEENMS & OTHER Rughy ...

weanwe stampfinder.comfopicquery.efm  Cached page

Australia Travel, Holidays and VYacations

... tampers to families to reyalty. Traveling south from Cairns is The Sunshine ... the world. The mile-long Kings
Canyon has a awesome ... and blue. Destination South Pacific 5137 E. 63rd Flace 5t. B Tulsa ...

www destinationsouthpacific. comfinfaus. htrn htm Cached page

Metroblogging Chicage

.o Usaline o Damn Hell Ass Kings . Eat Chicago & Ed Brill ... January 13, 2005 Chicago's Royalty, Gossip Liesel and
Matthew ... in Florida? Tsunamis in the Seuth Pacific? What's next? Thisisit ..

chicago.metblogs.com Cached page
South Asia

m| ) .

As you narrow down the search using a mixture of B@
show the information for what you are seeking.

DS, you can refine the results to

Other Search Tools

HTML Objects
Because most of the information ch in the form of web pages using HTML (hypertext
markup language), it is possibleito f the HTML objects in searches. Some examples would
be:

ten

anchor anchor:wimb il find pages with hyperlinks to wimbledon tennis.

host host:cn pages with the phrase “cnet.com” in the host name of the web

image i : g will find web pages containing images called comet.jpg.

link g.com if you are planning a trip to Wyoming. You will get pages that have

ination in their hyperlinks.

title:“ The Wall Street Journal” lists pages that have the phrase “The Wall Street Journal”
asthe pagefitle.

applet: NervousText will locate Java applets by that name.

Exercise

1  Start your browser and go to www.google.ca

2  Inthe search window enter: host:cajun and click Sear ch.
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Web |mages Groups Mews more »

o Adwanced Search
Go L)g[e host.cajun Preferences

Search: @ the web (O pages from Canada

Web Results 1- 10 of about 129 for host:cajun. (0.29 seconds)
Tip: Save time by hitting the return key instead of clicking on "search”

Mailing list for DJ's that host Cajun and Zydeco music radio shows
Clarence's Cajun & Zydeco Radio Guide - DJ mailing list. Clarence's Cajun radio
programs in Baton Rouge are Sat 7pr-8 on 90.3 FM & Sun noon-2 on 1260 AM. ...
wewew. Cajunradio. argfdjmaillist. html - 34k - Cached - Similar pages

Email

... Mote: incoming mail server is a POP3 serer; the incoming mail server is
host cajun.net, and the outgoing mail server in host.cajun.net. ...

woanw. Cajun. netftechiemail bt - 34k - Cached - Similar pages

Content HTML

... yourusernameig@icajun.net . Internet mail server: host. cajun.net then click Mext. Then
click an Finish. ... The SMTP And FOP3. Servers are host.cajun.net. ...

wawnw, Cajun. nettechsetup/@asetup html - Sk - Cached - Similar pages

[ More results from wew. cajun.net ]

Welcome to the All Star Showcase

O Zale &l P Mol oA Ce o QAT &S ICCT IAET St L1 H

Note the results.

3 Maoadify the search criteriato each of the followi
anchor:cajun
image:cajun «

title:cajun

4 Compare the results.

@ Practice Exercise

1
2

Are you looking for? ® w By Relevance () ¥iew By Search Engine

lava ApRIets
e 1. Java Applets

lava Download Free Professional Java applets for your web pages and applications. Free trial downloads.
Sponzored by http:/fwww jpowered.cam

Applet far xp
Class Declaration 2, Learn to Write Java Applets in & Hours
| ducti why read a 1000 pages when you can just watch and learn? See a free tutorial for
Spplet Introduction this interactive online course.
Definition of Applet Sponsored by htkpiffwew joegripocam
Applet Window 3. Sun Java Studio Creator
Lake snnlat Most widely used Web server among Fortune 100 companies, This award-winning Wehb
Lare Applet

applet server is now 3% faster and supports 25% more concurrent Users, Buy now,
w+ Recent Searches Sponsored by http:ffsimsub, digitalriver. com

Africa, elephant 4, FEeature Rich File Transfer Applets

Hide clear all add file transferfunctionality to any web page, simplify file upload and document
delivery for your visitors, Make file uploads a one click process for your users,
Sponsored by hitp i/ www, utechszoft com

5. Applets

3  Exploretheinformation that is now available to you about Java applets.
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Summary

In this lesson you looked at different ways to enter search criteria to find information on the Internet.
Y ou should now be familiar with the following:

= What surfing the Internet means = Narrow the search by using Boolean terms
= How to look for specific web sites = Recognize some other search tools available
= Recognize different types of search methods

Review Questions

1. Asthere is no overseeing governing body for the Internet, there is bot ionable

information on the Internet.
a True b. Fase

2. What are directories?
3. What isasearch engine?

ethod to find that information?
k*on alink from the table of contents
ck on the About Us link

4. When looking for information on a web site, wh
a  The Search button

b. TheSearchfield \
5. Portal sites are available for both subj | and

graphic locations.

a True b. F
6. When the search engine displa eb sites that match your search criteria, which part of
the web siteinformation is k eb site?
a Title C.

b.  Descripti Il of the above

7. Listatleastt y'S you can narrow the search for information:
a d.
e.

f.

oolean Terms refer to? Provide an example of at least one Boolean Term.

sed “saving the environment” AND (whales or rainforest), what are you searching for?

All information on whales and c. Allinformation related to saving the

rainforest whales or rainforest

All information relatedtowhalesand d.  Any information on saving the

the rainforest environment and whales or the
rainforest

10. You could use HTML abjects in the search in order to narrow down the search by using the
HTML code used in aweb page.

a True b. Fase
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Objectives Suggested Timing: 1 Hour

In this lesson, you will ook at how to evaluate the information obtained from the Internet and how information
found on the Internet can be used in different aspects of life. On successful completion, you will be familiar with
the following concepts:

= |dentifying information for accuracy, =  How computers are used in different types stems
authenticity, objectivity or currentness found in various industries

= Assessing aweb siteto validate theinformation = How e-commerce can change how a.compan
found on that site business

= How computers can be used in work, home, or = How technology can suppor ortunities
school environments for everyone, including the di i sadvantaged

Evaluating the Information

ation on a web site. There is no
or applies quality control. It is

With new software, it is very easy to create and publish_in
E international body that oversees the information publish

3.3.5 therefore up to the user to evaluate the information fou Site, on their own.

3.3.6
The web sites of reputable, well-known, organizatio ompanies are, as a genera rule, very
accurate as they have their reputation at sta e there can be problems with bias, or

omission of opposing views.

When researching information on the | evaluate the information on several sites before
compiling the information. Similar to for a large item for your home, you will want to
compare a number of retailers b decision on what to buy. Never use the information
from aweb site without havin validity first. This may include making atrip to the local
library to find original documents; , journals, or reference materials to help with the research or
to validate the informatio d ol nternet.

The evaluation of inf e Internet is a big subject and some guidelines are available to use

erested in studying the subject more fully, the following sites may be

Internet ' RE Project) is an interactive online tutorial teaching the skills required to
criticall the quality of an Internet resource, found at http://sosig.ac.uk/desire/internet-
detective.h

is a search engine, similar to Google, that is very fast and reliable for finding information
wailable on the Internet. This site can also be very helpful finding out what other users may
feel about aweb site, or the information on aweb site.

ther site where you can find information on how to evaluate a web site is the Librarians' Index to
e Internet, found at http://lii.org. This site contains a number of descriptions that are annotated
(explained or referenced) on different guides you can use to evaluate information found on the
Internet.

3

How Accurate is the Information?

The information should be free of obvious factual errors, or grammatical and spelling errors. Thisisa
good indicator of the effort that went into putting the site together. Read the site to determine the
purpose of this web site and whether it was meant to inform the audience, market or sell product
information, or share an opinion.
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The information should be based on fact rather than just opinions. A bibliography or source list is a
good indicator of the openness of the information. The site should provide links to other sites dealing
with the subject rather than just links to its own pages.

Look for depth of coverage of the topic, backed up by other types of information that add substance to
the content coverage. For example, if the web site discussed how the “low carb” diet isthe best, does it
provide information such as comparisons to other popular types of diet to substantiate this claim?
What about recommendations or suggestions on what to include in daily menus? If you visit other sites
about low carb diets, do they show the same type of information? Which sources wer
statistics or content of the web site? Are the sources well known organizations he Heart
Association or does it appear to be just the author’ s opinion based on their own experiences?

How Authentic is the Information?

Is the producer of the information qualified? For scientific work, th
identified; then you can check his or her credentials. Has the aut
topic? How long has this author been working in this area?

age should be
hing else on this

Who was the publisher of these materials? Looking at who t blisher was will also give you an
idea as to whether the information is authentic or not. Ch ionship between the author and
publisher to help determine if the author has the appro tials to be discussing this topic.

Use any links that may exist on aweb site about
find out more about who they are. These ty

Mission, Philosophy, Corporate Profile, B ou
additional information related to this topic.

lisher, or company for this web site to
i d include text such as About Us, Our
n . Look for links on the page that provide

Use the web page and its URL as a whether the content is one that is affiliated with a
particular organization or company, n ed on an individual web site. This can also be useful
if you suspect the informatiol reproduced from another source, or altered from an
original publication. Check.to yright information exists on the page and whether the links
lead to alegitimate source:

ts, it is very useful if you can contact the author or publisher
or or publisher can be contacted by phone and mail, as well as by

If you have any qu
directly. Check t
e-mail.

How e IS the Information?

ideal e that the information is objective, and does not contain any biases of any type.
rgani zations have well known agendas and information on their web sites that could be prone
t .0., the Rifleman’s Association, the Society of Petroleum Producers, etc. It does not
ily mean that the information is inaccurate but rather that it is likely to emphasize a specific
t of view. Therefore, you need to look at the purpose of the web site and how the information is

veyed
Is the web site funded or supported by an organization with an agenda? Is there any advertising on the
page? If so, is the advertiser independent of content?

Look to see if the arguments presented are supported (with documentation) or unsubstantiated. If the
topic is controversial, the presentation should be balanced, giving both pro and con viewpoints.

Consider the tone of the information and what sort of message is it trying to convey. For example, is
the page informing you of something or does it have more of a persuasion tone? Are they sharing
information that has been documented with links to related sites or is it just the author’ s opinion? Was
humor used effectively or isthe tone more sarcastic or exaggerated?
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How Current is the Information?

Like errors, how current a web site is provides a good indication of the effort that went into
constructing the web site, and the likely quality of the information.

Assess how old the web site is, and how often it is updated. Y ou can often tell by the site design how
old the site is. Also, if you follow links provided on the site and they are no longer valid or have
moved, you may want to use another web site that is more current for your report.

Check if the site shows a date of when it was last updated. Some web sites may not need t@ be updated
on aregular basis whereas others may incorporate a new item every day. Look car the web
site before dismissing it if the date is not as current as it could be. For instance, a web

seasonal products may not need to update their list of products on a daily or basis, whereas a
site that sells services such as a travel agency may change their web g% ily or weekly
specials.

Assessing the Site Design

the the general appearance
ation directly, a good site design
ts the seriousness with which

Is the web site well organized and is it easy to navigate wit

appealing? Although these points have nothing to do with '
can be an indicator of the seriousness of the owners and.ho
they have compiled the information.

Ranking If the site has a good ranking in gines, it isagain an indicator of effort.
But search engine ranking al is d indicator of information quality. Many
ing

organizations pay to get g

und a web site with other sources like books and
ine. Also compare with other web sites; many search
“similar pages’.

External Compare the inform
Comparison  scientific journals aet f
engineswill gi i

give you quick access to other people related to this web
~If the site does not provide this information, you may want to
rmation. Also ensure these links actually do take you to a web
opens a new message window, rather than going to a web page or
hat you were viewing previously.

Look for links and contact infor
site for communication
use caution when r
page with contact inf
site that has nothi

Use the co overall design layout of the web site as a guide to who the author may be

and ho e in promoting their message. Most large corporations will have a professional
look on t ing white as the primary background color and applying color selectively on their

ividual who may have created a web site with the same type of information may use
of colorsfor the text and/or background.

n Impact on Society

pmputing and the Internet have become part of almost every part of our lives, at work, at school, and
at home. Knowledge of computing and the Internet has become essential for most jobs.

Even fields where one would traditionally not expect it, computers are being used. For example, an
auto mechanic gets up from underneath the hood of the car, leans over to the PC on his work bench.
After a few clicks he gets the latest upgrades for that model. The farmer uses Excel to calculate
expenses and does an income projection to decide how to best manage his farm. A mobile battery
technician, stops next to your stranded car, checks and replaces the battery. Then she types in the
information on her laptop which is connected via a cell phone to the Internet. Moments later she prints
out an invoice for you. In the meantime, her time sheet has been completed automatically and the
warehouse computer updated with the details of the battery used.
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Many items found in the home or school also use computers to communicate or collaborate with
others or simply to make our lives easier. For example, just about every new appliance (washing
machines, ovens, televisions, etc.) has computerized components built into the item to automate
certain tasks, thereby freeing up your time to do something else.

Looking at Education

Education is probably the one field that has benefited the most. All the way through K-12, gollege and
university, students are expected to use computers to do assignments.

E-learning (courses delivered via the Internet replacing the old paper-based distance ion) is
becoming increasingly popular. E-learning allows students to do the course an that
suits their schedule. The courses are of a consistent high standard. Th uses web
technology which makes it possible to enrich the courseware with interactive

techniques.

Technologies like mailing lists allow students to work together on joi s. Using e-mail and

attachments, they can easily complete their final report.

Even administration is facilitated. Lecturers and students to the student record database

using aweb page interface.

urces for their studies. University
iatheir university library.

Students have ailmost unlimited access to online infor
students in particular have access to books and jo

There are several international initiatives t ion to developing countries in an affordable
way. These projects make use of the Intern ersonal computers. A major PC manufacturer has

donated computers and other infrastruw thisinitiative.
av

Many of the major Internet softw e solutions dedicated to online learning. For more

information, visit the links bel

Micr osoft ttp:// crosoft.com/education

Macromedia 90 .macromedia.com/resources/education

Adobe .adobe.com/education/main.html
One of the more i rtant factors determining how computers can be used in a school environment is
the promoti thinking to solve “real world” problems within the courses. Being able to go
online t for on or take courses is only the beginning of being able to resolve problems or

issues th . Many curriculums include an assessment test before and after a course is taken to
that t udent understands how the topics they learned in the course can be applied to a
as well as apractical situation. These assessments can be in the form of case studies where
may be required to interact with other people in different locations to share, analyze and
the scenario. Depending on the situation itself, students learn how to break down the situation
nd and assess the problem, distinguish between fact, fiction or emotion, apply life skills (such as
rking with others, being flexible, or keeping an open-mind), and staying focused on the task to find
creative solutions to the situation.

Using Computers At Home

The personal computer has become as important as the TV in most North American homes. According
to statistics®, there are on average two PCs per household. The range of applications of the Internet
and computers in the home is enormous. With the cost of computers becoming very affordable and
software programs becoming more user friendly, it isn't surprising that computers have become a
valuable resource in the home.
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3.1.6

Certainly playing games on the computer is high on the popularity list. Interactive games are played
with others via the Internet. Card games like bridge and hearts are very popular with adults. Y oung
people like to take part in virtual reality games where they can select an avatar, a graphical being, to
represent them in the game. On the monitor they see their avatar as well as the avatars of other players.
There are educational games that teach everything from spelling to mathematics.

Money is an important concern in most households. Computers with financial management software
can be used to track household expenses. Viathe Internet, users can track and manage their investment
portfolio from home. Day trading is very popular as is online gambling. Almost al banks@low you to
do your banking and pay bills using the Internet.

Telecommuting refers to the process of working from home using the Internet to municatewith the
office. Some people telecommute part of the week which allows them mor ility<for looking
after young children or doing continuing education studies.

Communicating via a chat line has opened the possibility of interactin out the need to
meet or pay long distance charges. Chat lines have increased in popul ility to have instant
responses reduces the time and increases productivity of getting a t Students can use these
lines of communication to discuss or verify homework or stat assig ts from their own home.
Many of these chat line programs are available on cellular PDAS, thereby keeping the lines

of communication open at any time using text messaging

Many people work from home so the home office has important. The home office is typically
well stocked with computer equipment and an | pection. A home office has lower overheads
and it allows the business to write off some expenses for tax purposes. Office supply
companies allow the home office to order plies via the Internet and the supplies are usually
delivered the same day. Text m j be handy here as employees can send instant
information or requests to each ot lular phones, thereby not requiring people to be at
their desktop computer. As wel onferencing capabilities, employees and customers can
if they were in a typical meeting with everyone in one

|ocation.

mputers Used?

Computin ole in many applications “behind the scenes’ that users are, for the most part, not
are of. For example, there are microprocessors embedded in most household appliances like
ovensand VCR’s.

automobiles have several embedded microprocessors which make them more efficient,
ce air pollution, or provide guidance systems in different cities. Many busy traffic intersections
controlled by computer to manage or track the flow of traffic.

Most products used such as automobiles, hot tubs or aluminum foil are manufactured on automated
production lines using robot technology, many of which are controlled by other computers. There is
some human intervention to turn the systems off or manage quality control, but the actual
manufacturing is pretty much handled by the robots.

Modern healthcare delivery depends entirely on computing. From the time you enter the hospital, your
information is tracked in the patient record system. All the equipment in the Intensive Care Unit is
computer controlled and your vital signs are tracked on the computer-based nursing information
system. The modern imaging systems (e.g., CAT, MRI, and PET scanners) would not be possible
without the built-in computers and software to handle the tasks.
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Modern travel would not be possible without computing. Air traffic control is computer-based asis the
international booking system to purchase tickets, book hotels, book events, etc. Planes and ships also
use computers for navigation.

Banking has been revolutionized by computers and the Internet. Every teller now has a PC connected
to the bank’s network system. Your account details reside on a server on the network. When you
withdraw money from an ATM, a built-in computer checks the magnetic strip and compares it with
the personal identification number that you enter. The same is true for credit card or debit transactions
inretail stores.

Telephones have benefited over recent years with the advent of technology for com
mechanical switching exchanges have been replaced by much smaller, more effigient comp

systems. This allows for new services like caller ID due to an embedded . Céllular
phones are entirely computer-based. New cellular phone technology provi ' net access
to send or receive e-mail, view web pages, or manage your banking.

Many reporting systems that require the most recent information ha terized their systems to
help predict, forecast, or capture the latest information. For example, systems use specialized
the d, temperature, barometric

interpret these readings and data

pressure, etc., that are then transmitted to the specialized
and produce areport.

Home inspectors no longer have to write their finding on aclipboard; they can use tablets
installed with specialized software and touch- Jy to enter the data. They also carry the
printers with their units to produce very pr on uments for you instantly. The data is stored
on their system as arecord so that addition could’be made for you at alater date, as needed.

Shopping Online

considered an e-commerce transaction. E-commerce
e information is transferred regarding a purchase via the
ike Amazon.com or Walmart.com, an auction site like eBay,
or an individual busi roduct or service to sell to the consumer. E-commerce has grown
significantly in th as the security for protecting personal information has become more
advanced, and u e omfortable with buying items online.

Shopping y ‘convenient, especially as individuals, companies, and governments have
instant sp s in products and services. This also includes the ability to do comparison
shopping | and small companies alike online; you no longer have to plan your day driving
fr ne sto another or using flyers to find the best deal for the item of purchase. If you are
or a rare, unique, or hard to find item, using the Internet is very handy for searching

ho might carry or know who might carry this product or service. Some examples of items
buy online include:

Whenever you buy anything
essentially is any type of tran
Internet, whether it be ar

Buying groceries online is useful for those who are restricted to their home, or even for a busy
family. They can order their groceries online and later that day, their order is delivered without
them having to leave the home. The service is certainly a bit more expensive than performing the
shopping yourself but the convenience may be worth the extra expense.

= Music files for older recordings or just individual songs by specific artists is a very common
purchase. This service allows users to create their own compilation of songs for their own
listening pleasure. Many companies sell MP3 format files for aslow as 99¢ per file.
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Benefits of Using

4.1.4

= Tickets to a sold-out event can usually be found on eBay or other auction sites. Y ou may end up
paying more money for these tickets, but you will at least have the option of bidding on tickets
that you cannot purchase elsewhere. Auction sites like eBay can be wonderful resources for hard
to find items such as collectibles. It is certainly alot easier for a collector to try and purchase an
item on eBay than to spend time searching in antique stores for the item.

= Office supplies can sometimes be cheaper to buy online than in the actual store. On many
occasions, retailers will offer specials just for the web site that are not available in the store. This
can be true of many retailers who recognize that many of their customers are lookingdor methods
of purchasing itemsin a convenient manner.

= Clothing from companies that do not have an outlet in your neighborho
popular e-commerce items. Alternatively, you can look for an item onlines
the store has sold out of the same item. Many clothing companies al
site for discontinued, items that are marked down significantly, or
cannot get in the store.

countr

their web
on items you

Payments for any purchases made online are generally made cards or a financial
transaction company such as PalPal or Verisign. In the ¢ a lar pany or a government,
e-commerce companies will generally accept a purchase payment is made in traditiona
methods such as cheque.

Companies benefit from using e-commerce as it ca g ings by providing an option to
purchase the product or service without the comg in multiple sales locations. Inventory
i . Payments are generally immediate which
al methods. Having an e-commerce site can
so to smal or individual users who want to
of having to call or visit the company to make the

provides them with faster receivables than
be beneficial to medium and large ¢
purchase directly from a company’ s wi
purchase.

A discussion of the ternet and computing to society would fill several books. It has
efficiency with which we can do many traditional activities. It has

at were not possible without the Internet and computing.

improved the speed,

alsoresulted inn i

Some of t ore indirect. The speed of e-mail communication has improved business. It
has all ch er communication between different societies and nations and reduced the
barrierst [ before. Web sites make information readily available for everyone who has access
t ntern

iency of many activities has been improved. For example, computer aided drafting has
ter buildings to be designed in much shorter times. Computer simulation of aircraft and
ings has allowed problems to be detected and disasters avoided.

puter technology has improved the quality of life of many people with disabilities. Quadriplegics
can control devices in their homes. Sound and voice recognition help people with visual and verbal
disabilities. Computer communication expands the world of disabled people who would otherwise be
very limited in their ability to relate to other people. Online learning or e-books (books online) opens
new possibilities for many disabled people. These will be less expensive or time-intensive than if they
had to go to the different locations to handle the same type of transactions. E-commerce sites can be
very beneficial to people who are not able to leave their home or restricted in any amount of travel.

Many technologies developed for disabled people can be found elsewhere. For example, a voice-
controlled elevator allows a person carrying alarge object to still operate the elevator.
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Computers have also led to a growth industry of communities where people can share information or
public services. For example, many cafés changed from being a traditional café to one that also offers
Internet services to their clientele to pick up their e-mail from anywhere in the world, or to research
information on the Internet. Other companies have started up a service business offering computer
services to people who don't have a computer. These services could range from the ability to take
e-learning courses, working on a resume or other types of documents, or job searching using online
resources (employment agencies, career/employment opportunities, etc.). Many of these companies
charge arelatively low rate per hour, a cost that is much lower than purchasing a new comgliter.

Summary
In this lesson, you looked at how to evaluate the information obtained fro and how
information found on the Internet can be used in different aspects of life ompletion,

you should now be familiar with the following concepts:

= |dentifying information for accuracy, = n different types of
authenticity, objectivity or currentness us industries

= Assessing aweb site to validate the u merce can change how a
information found on that site C business

ology can support or open up
unities for everyone, including the
ed or disadvantaged

= How computers can be used in work, home,

or school environments
1. When you find the informatiol a particular web site, you no longer need to look any
further.
b.

Review Questions

a True

2. When checking t e information on aweb site, what should you look for?

a  Speli cal errors c. Thedepth of coverage on the
information

isfact basedand not just d.  All of the above

heck the authenticity of information provided on aweb site?

Check who the author is d. Check for any affiliations associated
with thisweb site

Check who the publisher is e.  Contact the author or publisher
directly

Check for links to other sites about f.  All of the above
the author, publisher, or company

4. Why would you want to check whether the information is objective?
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5. Every web site owner should update their web site and be as current as possible at all times.
a True b. Fase

6. How have computers made an impact in education?
a.  Courses can be taken online instead c.  Ciritical thinking can be promoted to

of at the school’ s location students asit gives them a chance to
solveissues asif in the real world
b. Technology alows students to d. All of the above

communicate with each other online
instead of in person

7. Give some examples of industries where computers are used other than edgati

8. E-commerce occurs whenever you purchase an item from aweb sit
a True b. Fase

9. How can you make a payment for a purchase made online?

a.  Credit card d. Cheque
b. PayPa e.  Any of the above
c. Verisign f. Either a, b, or c

10. Provide an example of how computers h to disabled or disadvantaged people.

N\
<
&
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Lesson 7 The RISkS of Computmg
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Ob]ectlves Suggested Timing: 1 Hour

In this lesson you will look at some of the risks of being online and steps you may be able to take in order to
prevent damage to yourself or the computer. On successful completion, you will be familiar with the following:

Looking at how to prevent loss or damage to the = Understanding what you can do to prevent viruses

computer from damaging your computer
Establishing a safe working environment = How you can secure specific types

Using ergonomics to set up the correct workstation =  Performing backups of your dat
for yourself

Protecting Your Data or Computer

JC

4.2.3

mputers or specific

data on the computer, being stolen or damaged. The cost of repairing orep g computer equipment
is a concern. The interruption of services and the replacing o information often cost a lot more
than the equipment. Having your data stolen is a big con s on the Internet, regardless of
whether it is through someone “hacking” into a comp copyright infringement

Theft There are many steps one can take:ito pro )mputer equipment against theft. There

alarge number of computerstik

Damage The same common ply as for any other equipment regarding physical
damage. Make sur s and monitors are placed on stable surfaces. Hide all

wiring so that over it and pull the computer or monitor over.
Data L oss Losing your:data through hackers, hardware failure, power spikes, accidental
deletions, ol rugitled employees. If you provide a critical service, you should have

an
b

n place to cope with the loss of your system. This includes having
the data offsite, access restrictions for network users, and security
revent unauthorized people from entering your computer or network.

a should be backed up regularly and the backup copies stored in another
ion. Only the data needs to be backed up as the application programs can always
einstalled from the original media. Also consider having backup copies of the
plication programs in case the original mediais no longer available or works.

Computers are vulnerable to two kinds of power problems:. outages and surges. If there
is a sudden loss of power, the computer will shut down but you are likely to lose the
information that you have been working on since you have last saved your work. In
most cases this is mainly an inconvenience. Having an uninterruptible power supply
(UPS) can provide some protection against total data loss. The more crucia your data,
the more features should be available with the UPS and you should also have an
emergency power generator. These are usually diesel driven. For example, most
hospitals, traffic systems, and business organizations like stock exchanges or air traffic
control systems would have emergency generators.
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Understanding Data Security

JC

4.2.3

In most cases, the data on computer systems is worth more than the computer equipment because it
represents work that the organization has done. If a bank loses the data of its clients or an airline loses
the data of its flight bookings, it would be catastrophic. Loss of data can have along term effect on a
company and the confidence of its clients. Data loss often has a ripple effect throughout other
organizations that are related to, or do business with, your organization.

A hacker is someone who gets unauthorized access to another computer, generally with the purpose of
“looking around”, stealing, or corrupting data. Depending on who you speak to, this
by the media to apply to anyone who created a program to break into a computer wh ave no
access rights. Some hackers refer to these people as “ crackers’ as they consider very
good with programming languages or computer systems, and they are writi o test the
security of another system. Regardless of the term, take precautions to pr, m entering
your system who hasn’t been authorized, as a hacker could:

= gteal information (like designs or project information) to sell

= destroy information in order to damage your company’s ability products, services, or

projects on time

= change information to cause embarrassment or to affect Y’ S reputation negatively

ions, either physically or online.
s, and video surveillance are important
to the Internet or some other WAN, it
r data. The first level of protection isto use

= Hackers could enter your premises and use one
Physical security including access control, idefitifi
tools to counter hacker attack. If your net
represents another way a hacker can g
firewall technology.

= An important technique to protect use passwords. You can limit access to critical
information by placing it in e Server that requires a user 1D and password to access.
One should have a strategy ak icult for hackers to guess your password:

- Rather than use nick I your spouse’s name, use logical but less obvious words,
urrent month.

to

e.g., your first pam
- Using acamb ters and numbers is much harder to guess.
e changed regularly.

about remembering too many passwords, alternate between three and five
ds, and be sure to keep them in a safe location.

adifferent password for confidential files than the one you use for logging into the
network or the Internet. This will ensure that the files remain protected, even if someone can
your password to enter your system.

Check with your network administrator or the ISP about casing on passwords. Sometimes
these may be restricted to all lowercase, or it may not matter which casing you use.

The importance of passwords should be impressed upon employees and that passwords should be used
carefully. Although it is harder to remember, it may be a good strategy to use different passwords for
different files, network access, and your Internet accounts.

The common image of a hacker is of a young individual, typing away frantically in a dark basement,
etc. In redlity, most hackers are very ordinary people. They normally gain access by getting the
necessary user 1D and password from an employee, friend, or disgruntled employee.

Data security is a very specialized field. Most companies will use a security consultant to do a risk
assessment and recommend an appropriate security plan for the company. The plan should aso
include training for the employees.
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Establishing a Safe Working Environment

I

4.2.1

The same general occupational headth and safety principles apply in a computerized work
environment. You need to avoid injury due to fire, electrical shock, chemical injury and physical
injury (equipment falling on you). Some measures you can take to ensure your environment is safe
include:

Using Ergonomics

= Avoid temporary setups for the computer as they tend to last much longer than intended. A
monitor placed on top of several telephone directories is not a safe location as the maonitor can be
knocked off its pedestal if someone bumps the desk. Place monitors on stable d position
the wiring appropriately.

= Ensure your CPU is positioned somewhere where it is stable such as the flool
and that there is ample space behind the CPU for air circulation. Rememb
that cools down the computer. On occasion you may also want to r

computer and the fan. Vacuums or air pressure tools designed for be purchased

for these tasks.
= Consider using a power bar to connect your computer to.the p et. A good power bar
e power bar as this may

should also offer surge protection with it. Be careful about @verloadi
cause power fluctuations to the computer. For examp aser printer should never be plugged
into the same outlet as the computer as they will ¢ or power and the printer will usually
win! In this scenario, consider plugging the comp Wer bar that then plugs into the wall
outlet and plug the printer into a different w er via another power bar or directly to
that outlet.

= Protect yourself and others from accid ipping on any cables by using proper tools to keep
them neat and out of the way. If , having cables cross a walk-through area, but if
necessary, ensure the cables C ith an appropriate cover. Consider purchasing the
appropriate ties to hold the cabl rather than using twist ties or elastics.

JC

4.2.2

Ergonomics, or hum to eering, is the study of the human in the workplace. Ergonomic
studies have identifi of potential problems relating to extended computer use. When
working on a_co e tends to sit for long periods of time, looking at the computer screen,

3

e have probably all experienced back strain and eye strain while working
0 this on an on-going basis, it could lead to a permanent disabling injury. By

T e ticular areas of concern: the wrist and hand, elbow and legs.
rist, all the nerves and blood vessels pass through a narrow tunnel in the wrist bones called
carpal tunnel. Under repeated stress this area becomes inflamed and very painful—this is
r

red to as carpal tunnel syndrome. Frequent rapid motion, such as typing or using the mouse
can cause repetitive motion injury (RMI).

= A similar situation can arise at the elbow joint.

= Sitting for extended periods on incorrect seating constricts the blood flow in the legs and applies
pressure on the nerves. This can lead to swollen feet, painful nerve damage, blood clots and blood
vessel blockages.

This is a quick overview of how ergonomics can be a factor in how your workstation is set up. For
more information you can visit the following web sites:

USA www.osha.gov
Canada www.ccohs.ca
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Looking at Workstation Ergonomics

If you work at a computer for a few minutes a day, you need not really concern yourself too much
with ergonomics other than your comfort. However, if you need to work for several hours per day, you
need to keep ergonomicsin mind.

The first thing to do is never to work without taking regular breaks. Get up about once every hour,
stretch and walk about to get the circulation going.

The following will illustrate some of the main points to keep in mind when consideringia computer

workstation.
| ‘eV
: O
O I
@ OO Q-
1  Themonitor and keyboard should j ectikront of you. Y ou should not have to ook or type
at an angle.

2  There should be no glare the screen.
3 Place any documents that yo typing from in a document holder next to the monitor.
4 Thework surface sho
5 Once seated c wrists should be straight and flat.
6 Thetop of the mon uld be about 2-3” above your eyes.
7 Your should be close to your body.
8 U , adjustable ergonomic chair. Sit dlightly back and not exactly upright. Sitting back in

our
erb

reclined posture (with your back at around 110 degrees) is recommended for good
ealth.

should be flat on the floor when you are seated comfortably. Y our upper legs should be
eor lesshorizontal. If your feet cannot reach the floor then you need to use afoot rest.

Although not part of the workstation design, remember to take regular breaks — this will go along
way to avoiding injury!

Preventing Eye Strain
Once you have a proper workstation layout, consider the following points to avoid eye strain:

Viewing Distance The monitor should be at a comfortable horizontal distance for viewing, which
usually is around an arms length (sit back in your chair, raise your arm and your
fingers should touch the screen).
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Screen Quality A good quality monitor can go a long way to reduce eye strain, such as a
monitor with high resolution so the characters will be sharp. There should be no
visible flickering of the screen while you work.

Bifocals and Y ou should be able to see the screen without tilting your head back or craning
Progressive Lens  your neck forwards, even if you wear special lenses, provided you have followed
the workstation guidelines.

Proper Lighting  Natural light is always better for clarity as well as general health. However, it
may also cause glare on the screen if you have the monitor faci window,
and of course, when the daylight leaves, you will need urce of
lighting. Where possible, the lighting should be above o [ acing
onto the monitor. If you are using a desk lamp, nev e dight source
pointing toward your eyes; it should be aimed towar d the desk
to provide light for the screen and any papers being r

Eye Checkup If you are experiencing eye strain, you should ¢ rofessional.

Rest Again, remember that regular breaks go adong iding problems. When
you take a break, remember to look in the ce.
Using Notebooks
Notebooks are notoriously non-ergonomic bec t and the keyboard are attached. If the
screen isin agood position, then the keyboar t Y ersa.
ably*n a chair and place the notebook on your lap
position. Then tilt the screen for the minimum

such that your hands are in a comfort rizo

bending of the neck.

If you are a full-time user, con@ separate keyboard and mouse in the location where you
e 0

If you are a casual user, then you should sit

will predominantly work on th Try to emulate the workstation guidelines as far as possible.

Remember that many not S not seem heavy, but they can cause strain if you have to carry

them for long dist ike e airport terminals. A good ergonomic laptop bag is a good
investment.
cts and Gadgets
r s sold as being ergonomic; some are more gadgets than ergonomic products. If

product to see if it is comfortable over an extended period time. Consider the
icking a product to assist you with working for long periods of time on a computer:

r common sense. Do the product design and the manufacturer’ s claims make sense?
spicious of products that haven’t been studied by researchers.
hat do ergonomics experts say about the product? If they don't recommend it, don't useit.

nderstanding Viruses

Thereisonly one way that you can have avirus infect your computer — you let it in! All viruses come
into your computer on disks or files that you put onto your computer, either from e-mail attachments,
or downloading from a network or the Internet.

On PC-type computers, viruses are very serious. There are literally thousands of viruses that affect
systems. The number of viruses that affect the Macintosh system are in the hundreds. It doesn’t matter
how many or what kind of computer you have; a virus can cause just as much damage on any type of
system that contains data.
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Basically, avirusis a computer program that is able to move from computer to computer by attaching
itself to other program files. In most cases, these viruses are not harmful to the computer directly;
however, there are others that can be very destructive and destroy the data on your computer.

What many recent viruses will do istry to duplicate or replicate themselves in order to infect as many
other computers as possible. For example, some of the more infamous viruses are sent via e-mail. The
virusis attached to afile (i.e., picture) and when the user tries to open that picture, the virus file starts
up and resends this same message to everyone who may be in the contact list or address book of your
e-mail program. Ancther common virus appears as an e-mail that looks as if it is from sorieone with a
valid email address. The message appears to have an attachment with it making th e appear
more valid. However, when you open the message, the attachment is actual now
replicates itself to everyone on your contact list. These are not destructive viru
to cause problems by making networks crash due to the volume of messag j ed by the

crucial for you to
understand what avirusis, how it works, and what you need to do to | f against a virus or

how to get rid of the virusif you have one.

At the same time, there are many hoaxes that begin with ion from someone who heard it

Microsoft did not catch this virus on their systems.
flow problems as the e-mail type of virus as m
their contacts. The only way to know for sure s a hoax is to check with your network
administrator or aweb site that lists differ hoaxes before you send a warning message
to anyone else. There are anumber of si ide this information, including:

in sending the warning message to all

http://us.mcafee.com/vi

www.truthorfictiongom (th S0 contains information about scam programs)

Looking at th iruses
Essentially there ou iC types of viruses that could attack your system:

Boot Sect s the name implies, this type of virus will infect your system when it is read
from an infected floppy disk that has been set up as a boot disk. The virusis
then written to the master boot sector, the area the computer reads first before
doing anything else. Once the infected file is in the master boot sector, it gets
loaded into the computer’s memory, thereby possibly infecting every file

from there.

gram or File In this case, the virus is part of afile that can be used to start a program or
action (e.g., batch file).

Macro This type of virus looks like a macro file that will run in a specific program
that uses macro languages (i.e., Microsoft Word or Excel). This virus will
attach to the default settings for that program, thereby infecting every new or
opened file in this program.

Multipartite These viruses work similar to a boot or program virus except that these
generally will infect both areas.

There are some other malicious viruses that exist, although they are not actually a virus (i.e., they do
not actually fit into one of the previously mentioned types). Many of these can cause as much or more
damage to a computer. The two most common types here are worms and Trojan horses.
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Worms These are virus programs that duplicate or replicate themselves through some

means. Depending on the virus, it may be through infection of a program file,
or as has been the case in recent years, through e-mail wherein they will
re-send themselves to people in the recipient’s contact or address list in their
e-mail program.

Trojan Horses These types of viruses are written to be “hidden” and appear harmless.

Using an Antivirus Program

Since new viruses are being developed every day with different w
themselves, there is no way to absolutely guarantee you will never see
several easy steps you can take to minimize your exposure.

1

3

LIVING ONLINE 1118-1

However, they usually will activate when some action happens, e.g., on Friday
the 13" when the program may blank the screen and move all the files to a
hidden area of the computer.

spreading
are, however,

Purchase a copy of the latest version of an antivirus program and on your computer. All
new computers automatically come with an antivirus pr instatted, however, older systems
will need to be upgraded or have one installed in order have protection against viruses.

Once the program has been installed (if not alr efore doing anything else (e.g.,
playing a game, starting Word, etc.), you must puter for any possible viruses that

could be resident on the computer.
Make sure you are subscribed to the Sp so that you can get notices of updates and
el r
t

patches to the program. Be absolut un these updates and patches to the antivirus
program as well. It's not enough et otice of these updates; you must apply them to
the antivirus program to en y have the latest protection files. If you are on a
network, this may be don for you every time you log in; therefore, make sure you
log off each night so that y eceive the latest patches accordingly when you next log into
your computer.

Schedule a scan

When you ¢ oad items from the Internet, be sure to save them as afile in a folder
other th (0 older. Then scan the file before you actually open the file; this is very
impor, ile Is a program to be installed. Some file types are well known to contain
you should be careful when looking at the name of the attachment; most text files do

cur every time you start your computer.

lot of e-mail with attachments, be sure to set up your antivirus program to scan your

ou g
il messages as they arrive into your Inbox. Be especialy careful opening messages from
ple you do not know, but also be cautious of any messages with attachments from people you

know or what may appear to be a valid e-mail address, especidly if you did not ask for any
files.

Some of the more popular antivirus programs available include:

= McAfee = Norton Utilities
= |noculan " F-Secure
= |nternet Guard Dog = PC-cillin
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Once an antivirus program has been installed on your system, occasionally open the program to ensure
your system is being updated and you have the most current virus pattern on your system. Obtaining
the latest patches and updates is generally part of the subscription service. If you purchased the
antivirus program for your home, you have paid for a yearly subscription that will need to be
purchased on the anniversary date of purchase. Companies generally pay a much higher fee for the
software which entitles them to continuous updates.

Maintaining a Virus Free System

Y ou should be aware that if you are infected with a virus, even if the antivirus progr tsit, you

may not be entirely virus free without completing a full scan on the computer. Depending virus
and severity of its nature, the antivirus program may not detect it right away or eto it (i.e.,
save your files). This is one of the reasons it is extremely important to ha i program
installed on your computer and set up to run when the computer starts.

How do you know if you have a virus? While not an absolute indic
consider the following items that might indicate you have avirus:

ight have a virus,

= You see messages, prompts, or displays on your screen th u nev before.
= You notice that the computer seems to be running er or problems with programs

suddenly appear.

= Certain software applications no longer work. Q

= You hear sounds or music that you never h hey occur on arandom basis.

= The names of your disk, volumes, or fil to changed, and you didn’t make this change.
= Your computer now seems to contaifalot m r alot less) files than you used to have.

= You see alot of error messages:indi afile is missing. This could be for a program or a
datafile.

= You get messages with attac people you don't know.

= You suddenly begin
subject line usual

messages with attachments from people you know but the
r “FW” prefix, and you didn’t send them anything previoudly.

If you are conc tivirus program may not catch everything that comes onto your
computer, her you can perform:

t your computer, run the SCANDISK program and note if anything has

gram to'scan the disk, even if it's a disk with no programs on it. Even though a CD generaly
-only setup for files on that CD, there may be a virus on one of these files at the time it
burned onto the CD. If you don't plan to write to the floppy or zip disk, make certain it is
write-protected.

If you receive e-mail with attachments, never open the attachment without first scanning it. Even
if the message comes from someone you know, you still want to check the attachment (especially
if you didn't ask for thisfile). One of the most common viruses are ones for e-mail where the virus
replicates itself and then sends the message to everyone in the contact/address list.

= |f you suspect you might have a virus on your system, try going onto the antivirus program’s web
site and run the online scan of your computer. The web site scan program will contain al the latest
protection patterns and as such, be able to catch anything that may be on your system but not
included in your antivirus program. Once the scan is complete, be sure to download the latest
updates and protection patterns from the web site to your system.
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These steps will help assure your computer stays clean. Again, there are no guarantees but reasonable
precautions will go along way to help.

Performing a Data Backup

JC

4.2.3

Data can be lost as aresult of power problems, computer breakdown, theft or hacking. The difficulty is
that you never know when it is going to happen. Therefore, it becomes very important to find a
strategy to protect your data that is best suited to your situation.

A backup is when you save your data elsewhere as well as the regular folder or har
can recover the data even if your computer was stolen, data corrupted or deleted, or if yo
is damaged by other means.

hen you
puter

For example, one can become so engrossed in one's work that you d i have been
working for several hours. Then, suddenly, the office goes dark and you ies — all that
work you have done is gone. The first strategy is to save regularly working. Learn the
habit! Many software programs can be set to do an automatic save tervals — make use of
that feature.

Alternatively, you may have saved the file previously and
no longer need the file and delete it from your hard dri
that file but it no longer exists on your computer.
restore or copy it back onto your system from the

awas backed upto aCD. You
hs later, you realize you want
kup copy on CD allows you to

To protect the data, all users regardless of w, re connected to a network or not, should be
required to log into the computer using a d ord. Thiswill help to reduce any damage
that could occur if someone is able t puter or network without proper authorization.

th
Network administrators will also tend t e users to change their password on a frequent basis
in order to prevent others from bei le our password with your loginid.
If the computer is stolen, then data is‘lost whether you saved regularly or not. That is where
y

backup procedures can co

Every organization h . Some key factorsto consider include:

once daily. For example, the accounting data on your network is far more
uld be backed up on a daily basis whereas the software programs can be
their original media and as such, don’t need to be included in the backup.

removable backup media should be stored in another physical location so that in the case
ou have a fire in the building and the computer systems are destroyed, at least your data

im
reinst

the server for a daily backup, or have them create backups of their own. This can sometimes be
done using a zip/file compression file that can then be copied to the network for backup.

ups are not be destroyed at the same time.
q If users store some of their data files on their local drive, encourage them to either make a copy on

When making backups it is only the user-generated data that needs to be backed up as these often
contain historical information you will not be able to replicate easily. Any down time you experience
as aresult of data loss can cost you and the company a lot of work, expense, and time delays. Many
large companies build in backups as part of the disaster and recovery plans.
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Summary

In this lesson looked at some of the risks of being online and steps you may be able to take in order to
prevent damage to yourself or the computer. On successful completion, you should now be familiar
with the following:

= | ooking at how to prevent loss or damageto = Understanding what you can do to prevent
the computer viruses from damaging your computer

= Establishing a safe working environment = How you can secure specific types.of data

= Using ergonomics to set up the correct = Performing backups of your
workstation for yourself
Review Questions v
1. What are some concerns you may want to address regarding prot
a  Theft d. Backup of d

b. Dataloss e. Dam the entire or parts of the
co
e

puter?

c.  Power problems f.

2. What does the term hacker refer to?

3. What are some strategies you can appl en r password being discovered?
a.  Changeit on afrequent basi Use different passwords for files and
loginids
b. Useacombination of é} e. Any of the above
numbers
c. Usealogical but less'obvi
word

set up a safe working environment:
d.
e
f.

nomics and why would you want to incorporate it?

three areas of concern when working with computers:
a C.
b.

7. What types of viruses could attack your system?

a.  Boot sector d. Program or File
b. Macro e. Any of the above
c. Multipartite f. Onlya bord
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8. Itisimportant to check with someone or the antivirus program’s web site to determine if avirusis
valid or a hoax when you receive notification of same via e-mail.

a True b. Fase

9. What steps can you take to check for avirus at any time on your system to keep it clean?
a  Runthelatest update or patch for d. Runascanof any files or disks using

the antivirus program to make sure the antivirus program’ s web site instead
you have the most current virus of your own system
pattern
b. Run SCANDISK onthecomputer e. Any of the above
every time you start it up

opening that file

c.  Scanany disksor filesyou receive V
viae-mail before using that disk or

10. Why would you want to have backups performed on your data?
a. Inthecaseof afiredisastertoyour c¢. Inc r syst as been hacked
computer or office
b.  For copiesof datathat have since d. e above
been deleted \0

&
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Lesson 8:

Objectives Suggested Timing: 1 Hour

In this lesson you will look at considerations for working on the Internet in alegal and safe manner. On successful

completion, you will be familiar with the following:

= Restricting access to others outside your location or = Recoghizing and adhering to policies for use of the
against types of information Internet on other computers

= Understanding what intellectual property isandhow = How to stay informed of new or ¢

it appliesto each user technology

= Understanding what is considered personal = How tobearesponsibleu
information when using other computers computers or being onli

= Protecting yourself when conducting e-commerce or
purchasing online °
Restricting Access

There is no quality control on the information that can be
E circumstances, it may be necessary to restrict access tg rmation. For example, parents may
4.3.1 want to prevent their children from visiting adult rooms with undesirable discussion
4.3.6 topics, hospitals may restrict specific types o ation to hospital staff, or e-commerce
transactions handled by credit card may
processing.

ing with

the Internet. Depending on the

In the work environment, a company e policies regarding restricting Internet access. This
would vary according to the nat f any. Surfing the web can be time consuming and
visiting non-work related sit 0l o done on company time. As such, a company might
restrict access for staff to sites t ownloads, online shopping, chat rooms, etc. This will not
only prevent dangers su r viruses from entering the network, but it also limits any
transactions on the In purposes.

Other compani
Internet is mere

ore liberal approach believing that the unrestricted access to the
The company then relies on more traditional monitoring of employee
puters then take advantage of technology to prevent unauthorized access,
work/login restrictions.

used to control access to resources on the company network from outside, but can
oyee access to Internet resources. Many networks also have built-in security features
up to protect the server from unauthorized access by either internal or external users.

Internet
TCP/IP
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For the home or school user, there are several companies that provide special software to restrict
access to the Internet, or at least to certain types of sites on the Internet. These software programs are
Internet filter software that can be used to block access based on keywords entered into the software.

CYBERsitter, Net Nanny, CyberPatrol, or SurfControl are popular programs used by parents to
control their children’s Internet access. These programs can also be set up on schools to prevent
students from accessing questionable sites (i.e., pornography, terrorist, racist, etc.) at any time using
one of the school computers.

At a personal level, you can provide a certain level of access control by setting the gpti on your
browser. While nothing is better than supervision by a parent or teacher, using Intern ftware

and changing the security level for the browser can go a long way to protecti‘ourselv d our

children from accessing areas or items they may not need.
e information from

eing anonymous when
the information.

It is very easy to locate information via the Internet and then copy o
someone else's site to your system. Add the fact that one a
working on the Internet, there is a temptation to simply “take”

However, information on the Internet is subject to the
media. So as a general rule, the information is cop
violation and could be considered as theft.

les asinformation in any other
. If you take it, it is a copyright

Copyright refers to the protection of any m
This extends not just to book material,
software programs, web sites, etc. E

or unpublished, created by an individual.
to ‘music, video, essays, white papers, pictures,
g that was created by an individual is owned by
that individual. Y ou can only use t if. the creator grants you rights to use it. Depending on
the material, you may be required t (a percentage portion of the sales you generate from
use of this material) or the cr may. enly want recognition in your works. Y ou need to negotiate
with the creator to determine wh ed before you can use any part of the original works.

P

When information is.pub a web site, you are permitted to view the information but
restrictions apply on of the information. This is considered “fair use” or the belief that
you can use port yrighted information for the purpose of criticism or comments. For
example, if y iti essay on the results of a particular court case and you want to comment
on theju u can copy and paste the report from the site with quotes and a reference. It
wouldn’ wh your comments were positive or negative; the fair use principle protected you

inthat r

example of fair use is when Microsoft allows you to download clip art or media from one of
ites for the express purpose of using them in your documents but you cannot resell these
meone else or claim them as your own works.

right laws also apply to trademarks. A trademark is an item that has been registered with an
ganization for the purpose of being able to distinguish you from your competitors. For example, a
company may have atrademark on a name for one of their products which no one else can use in any
manner, or it may be the way the product looks as in the case of the McDonalds arch. A trademarked
itemwill display ™ symbol next to it.
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Copyright implicitly belongs to the owner of the web site or published material, even if no copyright
symbol (©) or text appears on the product. In some cases, the originator may also have a patent on the
product or technology, meaning that person has the exclusive rights to make, use or sell this product or
technology. They may choose to license or grant you specific rights to make or sell the product or
technology, but you cannot advertise the product or technology as your own. An example of this
would be the Apple Macintosh computer where Apple owns the patent for this computer and licenses
out information on the computer to programmers who want to create software for this computer type.

Examples of illegal use of copyrighted or trademarked information would include do
songs, movies, pictures, presenting copyrighted information without citation (
permission from the original site or source), etc.

oading of
ence to

web site
u intend to

If you want to use information and you are not sure about the copyright sit
owner an e-mail asking for permission to use the information. Be sure to
use the information and that you would give them credit.

te the information
at the web site owner
formation, and therefore

Some web sites alow you to use the information freely provided
accurately and that you give them credit. However, be careful about
who you are asking permission from may not be the original or of t
does not have the legal right to give you permission.

The following is a list of some sources you can r, more information on copyright or

trademark laws and what is applicable in your locatio
http://whatiscopyright.org
www.copyright.gov (United Sta opy Office)
www.copyright.com (Copyright €le ce Center, Inc.)

www.mpaa.org/Anti-piracy ion Pi e Assocation)
www.tmexpress.com (Trade ess)

http://fairuse.stanford. ght_and_Fair_Use_Overview (Copyright and Fair Use
at Stanford Univer i

http://strategis.gc.ca

v/cipo (Canadian Intellectual Property Office)

Many academic or educati ingtitutions are offered a package deal for a product or service due to
the volume they con panies will offer a bundled package with rights to print or make
as many copies want or need. For example, most software companies offer academic
versions of t ersion that a company purchases; the academic version is generaly a
reduced v retail version and is designed to serve the purpose of the school for their
curricul uch more cost effective method for schools to afford a product or service and
till have ewer technologies or concepts.

Ethical Issues

of anonymity that the Internet gives one has caused some people to do things that they
Id not do in ordinary circumstances. Consider some of the following as examples of being ethical
d responsible while using the Internet:

Libel

Libel is when one makes an untrue statement in public that defames another person’s character or
reputation. The person who has suffered libel (slander) can sue you for damages. It does not matter
whether the libel ous statement was made verbally or in print. The same rules apply on the Internet.

People taking part in chat rooms or mailing lists can easily fall into the trap of being freer with what
they say, particularly if they have logged in anonymously. Ethically, libel is wrong under any
circumstances. Even when logged in anonymously, you can still be traced. Treat libel in the same
manner as you would with rumors; don't start and don’t listen or respond to any.
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Plagiarism

There have been many cases in recent times where people have committed plagiarism in projects with
dire consequences for their careers. Plagiarism is when you use information created by another person
and present it asif it were your own, either in its entirety or with afew words changed randomly in the
paper. There is so much information on the Internet and it is so easy to copy with apparent impunity.
That is no excuse for not recognizing the source of your information.

As easy asit isto find the information on the Internet to include in your report, it is just as easy for a
teacher (or other professional) to find that same information and catch you in the act jarism as
this is essentially a theft. It doesn’t matter that it may only be text; it is still st
property from someone else. If you must use the information from the Internet,
original form and reference the site where you found the information. This
some research and you are using fair use principles to comment on this topi

and the author
is can then protect

Whenever you can, always try to cite the sources for where you found
of that product or service. Give credit where credit is due — with the
you from being accused of copyright infringement.

Criminal Activity

The Internet is a communication medium; it can be
or to make undue/unwanted advances, sexual or o

le, to send threats to other people

People can pretend to be someone else while [ as away of committing crimes. Another
type of crime is pretending to be a big org , Wi en receive money for products and services
that are never delivered.

The Internet can be used to exch
more difficult to detect the source
site, in order to get the inform
material being “forced” or,

Although the Intern

hatred, or hatred agai
Hacking into anothet. c
crime. Cregti

simply a

ical havior

child pornography or racial brochures because it is
egular mail. Because information is posted onto a web
ust actually visit the site which means thisis not unsolicited

m
I

(0]
t to

om of speech, hosting web sites that incite racial or religious
roups, isillegal in most countries and therefore constitutes a crime.

uter with the intent to destroy or cripple a company’s business is also a
sending them to people so that computers or information is destroyed, or
any’ s businessis considered criminal activity.

me actions that are not directly illegal but are nevertheless considered unethical behavior.
ple, there are sites that offer shareware software which can be downloaded for evaluation on
nderstanding that if you like it, you will pay the nominal fee for it. If you download the software
wing that you don’t intend to pay, it is unethical.

Pranks can be funny if done in good taste but can so easily be hurtful and should be avoided. The
Internet, because of the anonymity, is a prime target for pranksters. For example, a prankster could
send someone an e-mail saying that the boss is not happy with whatever and wants to see you
immediately. A while later, the prankster sends another e-mail saying that he or she was “just joking”.
Another example would be starting a hoax about a non-existing virus.

One should always keep the golden rule of Netiquette (and real life) in mind: do unto others as you
would have them do unto you!
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Protecting Yourself

IC

4.3.3
4.3.5

4.3.4

There is also the question of who owns any original work that you may do on a public computer. For
example, if you work on aresume at an Internet café, does the resume belong to you or to the café? Or
if you attend night school while working full time, if you produce your essay using resources available
to you at the company site, do you own that essay or does the company? And what about the a letter
you write to the bank requesting transfer of funds for your mutual funds that you created and stored on
the company notebook during your flight home from a business trip?

This issue is one that is debated and discussed by many people, and there is no ab: le. Most
companies recognize that employees will do some personal work on the company co and are
flexible about the employee storing the data on their server or local drive of the
if you work on something that is personal during company time on a comp ause the
computer belongs to the company, the material you created aso belongs
individual, have more rights to the works if you create and store it o
way to handle this is to speak to your employer about this and fin
policies are applicable in your firm.

what guidelines or

If you are a student attending a school, the same principles &
work you do on a school computer is related to the course y
an assignment for that course. This principle varies
companies. Therefore, check with your instructor pri
that is not part of your official curriculum.

in th presumption is that any
olled in at that school, and thisis
ools, just as it varies between
g any work on a school computer

There are some general laws and rules th ern information on the Internet can be used at
work, school, or home. It is your respons an end user to ensure you are not violating these
rules in any way. For instance, if yo e on the copyright laws, you could be putting your
company in a very precarious position ing information. Conversely, if you use information
from a known source in one,of ers, you could be sued by the author for copyright
infringement or plagiarism. If ef insult someone via e-mail at work, that other person will
look at the email as ar tion h you and the company, therefore opening up a potential
lawsuit against both for d ionor libel.

You also need to
download a song
favorite w
consider
the com

areflection of what you may be doing online. For example, if you
the Internet, burn it onto a CD, and then copy several graphics from
your CD label or the jewel case, all during company time, you have to
ceptable behavior from an employee who essentially has “stolen time” from
ending time working on a personal project.

If aren e of the rules and guidelines in your location, always ask someone who might have
er or lead you to where you might find the information. For instance, the best placeto start in a
with the Personnel Director or the Network Administrator; at a school you may want to
teacher or the librarian. Most companies and schools have their policies set up as written
mentation to confirm the decisions made by the administrators or managers of that company or
ool. Be sure to read these and understand them clearly before proceeding with going online in that
location.

Buying Online

Whether you participate in e-commerce really comes down to a question of how safe you feel the
transactions are when you buy something online. Many web sites that offer e-commerce will have
taken the appropriate steps to ensure safety exists for themselves and their customers. No company
wants to make it easy for someone to hack into their system to steal credit card information and/or
customer information.
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Some steps you can take to protect yourself when dealing with an e-commerce web site include:

= Do not ever give out your credit card information indiscriminately. Just as you would not give this
information over the phone to a stranger, take the same care with a company.

= Be absolutely sure the web site is a valid company and one that has a good reputation, e.g.,
Amazon, General Mators, Lexmark, etc. If the company has a good reputation based on their retail
stores, their sites will most likely be well protected for e-commerce. If the company is not known
at all, be sure to do some research on the company before you purchase anything from.them. Y our
research should also include information about others who may sell the same product i

= |f the company offers a deal that seems too good to be true, be sure to do your r
deal. Use the same steps you would take if someone made that offer to youdmirea life
you give a large sum of money to this stranger without doing some r
service?

roduct or

= By the same token, if you receive an e-mail or see an adverti i window about
idity of this charity
formation, or use any
you have absolute confirmation

or cause. Do not ever send checks, money orders, offer, credi
electronic form of transferring monies to this organization
that this charity or causeisvalid.

= Do not share any login ids or passwords with anygrie y of the web sites where you may
have registered or purchased items. Some of, t | ask you to store the credit card
information (or payment transaction type) C their sites. Do not do this unless you

someone truly wants to break into a server,

trustworthy companies are susceptible :
any may make it.

they will find away, no matter ho

ou chat with online. Just because they appear to be

= Be sure not to trade informati
ibi 't exist that they can cause damage to you by pretending

ethical doesn't mean the p

= Try to switch betw ini d passwords with different sites where you may be registered
or have purch i . meone knows you well, they may be able to determine your
password, one that can be easy guessed, e.g., your spouse' s name, your first
name, your. ch et’s names, your birthdate, etc. Try to pick passwords that are unique and
logical harder for someone to guess or know, e.g., your mother’'s maiden name, your
first “your favorite hobby, etc.

With e you may purchase items on a frequent basis, you may want to go online to that

ever often and change your profile information, specifically the password. This will
further protection for you by others trying to log into that web site and purchase items
our login and previous password.

tecting Your Privacy

Privacy refers to any personal information about yourself that may be accessible to others online. Any
E time you visit a web site, some information about who you are is left on your computer. This
4.3.5 information may be in the form of a cookie, temporary files for the web site, history of where you've
been online, or index files. In al honesty, there is no such thing as total or absolute privacy when you
surf the Internet.

Information can be tracked by others, including your ISP, whenever you visit any sites on the Internet.
This information can be direct via online forms or indirect through cookies or your temporary Internet
files. Some sites will track your activities during the time you are visiting their sites, e.g., which pages
you went to, which links you click on when you visit their site, how often you visit, etc.
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One of the best ways you can protect yourself is to read the Privacy statement set out on the web site.
Any company who has a Privacy statement should clearly state what information they seek and how
they plan to useit, if at all.

Some other steps you can take to protect your privacy include;

= Look for a privacy statement or policy on the web site and be sure to read it first before
proceeding any further. Some web sites can gather information about the hardware and software
on your computer, simply by asking you specific questions when you download an item or fill in a
form on their site.

= Besurenot to fill in any forms unless you really want something from that web site: cannot

go any further into the web site without registering, be sure that thisisar , you
have read their privacy statement or policy and understand how they plan You can
also write the company to ask them not to use your name in any man may not be

totally adhered to by the company.

= |f you do register with aweb site, be sure not to select any optio indicate you would
be interested in receiving e-mail from third party companies on r ucts or services. If the
web site provides you with the option to share your in ation their partners, consider
carefully whether you want this to occur.

= Set up your browser to limit the type of informati
Explorer alows you to change the privacy lev
cookies from being accepted on your system
to store information about you, and t
advantage of cookies is that they remel
site, thereby saving you time fro
some sites use these cookies
product.

tracked. For instance, Internet
up whether to block third-party
certain sites. Cookies alow web sites
s on your own computer! The biggest
ur | id, password or preferences for a particular
er these when you next visit the site. However,
athering names for a mailing list to promote their

ing t

a

= Delete the cookies from yo stem if you begin to receive alot of junk mail. Y our web browser
provides an option thakwill ¢ ookies from your system. Y ou may want to consider doing
this on afrequent basis on the Internet alot.

= Delete the histor
the history i
automati

have visited. Use the options in your web browser to either clear
set a frequency period when the browser will clear the history

= Con
yo

1 arate e-mail address for non-personal items, and use an aias instead of who
Keep the information in your profile to a minimum or make it up (if preferred) so
ho use programs to track specific information on the Internet will not be able to

u
al m
ude yourin the group. For instance, set up an e-mail account with a web-based browser using a
age than what you may be and use a nickname or alias for yourself in the profile. Then,
t

asked for an e-mail account on a web site, provide the web based e-mail account. This will
hen help to keep junk mail at a minimum for personal e-mail but also other information that you
may not be interested in will go to the web based e-mail account instead.

= Purchase third party software that directly addresses privacy issues. Many of these programs
contain more features than what is avail able with your web browser.

Any time you are on the Internet, the easiest rule to follow is to use your common sense. Companies
on the Internet operate very similar to the way they do in real life; any special offers or services that
are not adirect part of the original service or product will lead to getting mail from other companiesin
which you may have no interest. At any time when you are asked for information that you are not
comfortable giving or being a part of, follow your instincts and do not share that information with
anyone else.
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There is a wide range of sources on the Internet that discuss and explain privacy issues more
thoroughly and offer suggestions as to what you can do to protect yourself and your children when
living online.

Keeping Up with Technology

JC

4.3.7

IC

4.3.8

Even if you are not interested in technology, as an end user, it is important that you are aware of what
the technological changes are and how they may possibly impact how you use the computer online.
For instance, getting notices from Microsoft regarding updates or patches to the Wind i
much more important than purchasing a new PDA that allows you to sync to your e-m

Updates to your operating system will enhance how your computer works an
breaches into your computer from outside sources. The PDA may be a hand
not protect your computer from problems related to the operating system.

ut it will

to any automated
notices for the programs can be advantageous in that you will be noti f\an update that could fix a
problem you are experiencing. Y ou can also choose to ignore t east you are aware that
there is an update, which you may choose to apply at alater

One of the most crucial updates you should be aware
protection software you may have installed. The u
against the latest versions of viruses or other ty,
whenever you receive notification. If possibl
frequent basis and occasionally check for

igned specifically to protect you
risks. These should always be applied
programs to check for updates on a
ually.

While it is not necessary to upgrade or application software programs when a new
technology is released, it can be inter ind out what the newer versions or products are and
how they might benefit you, the ¢ family. Some ways to become informed of advances
in technology include:

= Subscribing to an ol that deals with technology. Many of the periodicals and
magazines you fing.in ' re can be found online and come with a program that allows you
to read them just holding the actual printed product.

=  Purchase or the printed versions of magazines or periodicals dealing with

n the computer industry.

ine newsletter generated by your local university or college on technology.
sare generally free to subscribe and give you a chance to a so discuss the changes
ple who receive this newsletter.

o the news reports or read the technology section of your local newspaper to see what
ts may be featured and read the expert opinions. This can be the first step to researching
her this product or service may be of any benefit to you.

Looking at Personal Responsibilities

There are some responsibilities that we all must share as end users of the computer and living online.
This extends beyond what you may do with application programs or when on the Internet. These relate
to how we take care of consumables for the computer, how we interact with others, and how we might
share our knowledge with others.

LIVING ONLINE 1118-1 © CCI LEARNING SOLUTIONS INC.



USING THE INTERNET 197

Disposing of Consumables

Consumables refer to items such asink cartridges, toner cartridges, paper, disks, CDs, non-working or
old computer components, etc. Whenever possible, dispose of these consumables in the most
environmentally friendly manner. For instance, recycle anything that is accepted at recycling depots
such as paper. A number of companies deal with disposing of any types of cartridges or non-working
computer components, including old cellular phones.

If you have an old computer that still works, consider donating it to a charitable organizati
be able to use it. The computer may not be very fast for processing documents but may
checking e-mail.

who may
itable for

You may also want to look at refilling your ink cartridges on your own. There ake companies that

Before just throwing items away in a garbage container, check to s e any companies in
your area that can recycle your old computer items safely. Some ca HmMponents may contain
hazardous material that should be disposed of in a correct man st being dumped into a

landfill.

Sharing Your Knowledge

One of the advantages of using the Internet ist i d information that has been shared by
others. As you gain knowledge of the comp programs, or technology itself, consider
sharing this knowledge with others. This c thr volunteering your time to teach courses to
those who would otherwise not be o o o learn the computer, working with charitable
organizations for data entry or techni teaching or supporting family and friends who are
just getting started with comput also share information you have for managing the
computer, disposing of consu €s, to live and work online in a safe and legal manner; in

genera, how tobe a r&epoi' ble

siderations for working on the Internet in alegal and safe manner. On
ould now be familiar with the following:

Summary

In this lesson you'{gok
1on, y

0 others outside your = Recognizing and adhering to policies for use
inst types of information of the Internet on other computers

ng what intellectual propertyis = How to stay informed of new or changesin
ow it appliesto each user technology

erstanding what is considered personal =  How to be aresponsible user when working
ihformation when using other computers with computers or being online

Protecting yourself when conducting
e-commerce or purchasing online
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1. Provide an example of why you might want to restrict access to certain aspects of the Internet.

2. What does copyright refer to?

3. What doesfair use refer to:
a  Permission to view theinformation c.

b.  Using portions of the copyrighted d.
information for criticism or
comments

4. Copyright laws also apply to trademarked material, e.g., company

a True b. Fase

5. What is plagiarism?
a  When you use the original works C.
of someone and take credit for it
yourself

b.  When you take the original works
of someone, reword it and take

credit for the information &

6. When you create personal docum
you.

a True

7. How can you protect
C.

d.

che above

Complete use of the information if you
get permission
Onlyaorb

W e the original works of
so cite the source

nly aor b

V) uter at school or work, the documents belong to

self uying items online?
e

Change your password occasionally on
aweb site that you purchase items from
frequently

Any of the above

is.it important to keep up with changes in technology where software is concerned?

environment.

a True b. Fase
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ctivity Tools

== o D o e e L e S e T A e R S S R = e e

= P s e e Ly T

SRS R T v

Microsoft Outlook Express - Standard Toolbar

B . & w8 = * = . t s S
Create Mail Reply Reply Al Forward Print Delete Send/Recy Addresses Find
e ! = .
Create Mail Forward Send{Recy

Create a new message.
&¢
Reply
Reply to the sender of this message.

Reply Al

Reply to all recipients of this
message.

Microsoft Outlook Express - New Message Stamlar

E E|
Send Paste
=

Send
Send the message.
&
cuk
Cut the selection from the message.

S
a
Copy

Copy the selection.

@

Paste

Paste the cut or copied item.
("]

Undo
Undo the last action taken.

Microsoft Ou,k

Arial w10 (W 2
#rial ¥ (Font)
Select a font
10 |» 0 iz
% e font for the text.
c Style)

Add boldface to the text.

4 (1talics)
Add italics to the text.

o (Underline)
Add underline to the text.

é‘v (Font Color)
Select a color for the text.

Forward message to someone else. Send and/or receive new and

outgoing messages.
=
Prink

Print the selected message(s). Addresses

X

Delete .

Delete the message(s).

Display names in

Find a s

Ibar

)

Attach

v

Speling

4!

Pricriky

=4
Encrypk

Gl v

=
-2 Sign
check d a digital signature to verify your
Check the validity of th e-mail agdressg vy
according to the Addr ook. ’

) =
ﬂ& Encrypk
Vthe

Spelling
ttachment.

8
Check,

=R
Sign

B
Offline

-

Add or remove encryption (password)

Check the spelli to this message.

message.

0

Attach
Al h a fil

=V

Priokity
ess - New Message

Offline:

Work on this message while offline
and place it in the Outbox when the
Send button is activated.

Formatting Toolbar

B J UA =z E=EE -
:E (Formatting Numbers) = (Align Right)

Add or remove numbers on the text.

Align the text at the right margin.

= (Formatting Bullets) (Justify)
Add or remove bullets on the text. Align text at both the left and right
is margins.

(Decrease Indent)

Decrease the indent size for the text. (Horizontal Line)

Insert a horizontal line as a separator.

i
i

(Increase Indent)

Increase the indent size for the text. % (Create Hyperlink)

Create or change a hyperlink in the
message.

(Align Left)

Align the text at the left margin.
(Insert Picture)

Insert a picture in the message.

(Center)

Center between left and right
margins.

Microsoft Internet Explorer - Standard Buttons Toolbar
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Qbak - & - [« [ o search Favorites 4 * Eg ﬂ w

() Back - o 2 -

Bl _ * (Home) 7 (Mail)
Move back one page at a time. Go to the home page set for your Activate the electronic mail program.
o browser.

. (Forward)
Move ahead one page at a time.

= (Print)

O Search
. Print the contents of this web page.

Display the Search pane to enter text
£l (Stop) to find information on the Web. o] - (Edit)
Stop a page while it is loading. - Favorites Edit this web page using Micro

B - | . Word, or if installed, Microsoft
2l (Refresh) Display a list of your favorites. FrontPage.

t

Refresh or reload the web page again. i
© (History) (Discuss)
Display a list of calendar days to show Enter a discussion gro
visited sites over the past period. existing web page,

Microsoft Internet Explorer - The Address Bar
Address http:ffsympatico.msn.cal hd a o
Microsoft Internet Explorer - Print Previ ar
Pint. | &l | % « page[1 Jof2 @ % | BR[75% v|| Help | Close

)‘ (Zoom In)

Zoom into the web page where the
magnifying glass is on the preview.

(=)
w
5% (Zoom)
Change the percentage for viewing
the web page contents.

Pint.. Page|2 |of2 (pg
Print the web page. The current pag i

@ (Page Setup)

Open the page setup options to
change how this web page will print
(or preview).

- (First Page)
Go to the first page of this web page.

o (Previous Page)
Go to the previous page for this
i

N

Help

e for this web page.
Access the Help mode.

Cloze

from the web page at Close the Print Preview mode.

ethe magnifying glass is on the
iew.
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Access Permission - A rule associated with an object
(usually a folder, file, or printer) to regulate which users
can have access to the object and in what manner.

Account Lockout - A security feature that locks a user
account if a number of failed log on attempts occur within a
specified amount of time, based on account policy lockout
settings. (Locked accounts cannot log on.)

Account Policy - Controls the way passwords must be
used by all user accounts of a domain, or of an individual
computer. Specifics include minimum password length,
how often a user must change his or her password, and
how often users can reuse old passwords.

Administrator - Also known as the Network
Administrator. A person responsible for setting up and
managing the domain or local computers and their user
and group accounts, assigning passwords and permissions,
and helping users with networking issues.

Analog - Representation of data that is continuous when
retrieved, e.g., sound.

Application Program - An application program is usually
a collection of programs and data files that work together
for a specific purpose.

Attachments - Files that can be included with an e-mail
message.

Bookmark - Marks a location of an item such as a help
topic so that you can quickly return to it at a later ti

Boolean Terms - These allow you to narrow yo
by adding specific criteria to narrow down the sear
as AND, OR, NOT, NEAR, WITH.

Bridge — A network device used to c

segments to handle network requests lyze or
re-route messages.
Browse - To view availabl r! soufces by looking

through lists of folders, fi
domains, or computers al
Windows 2000 network
computers are accessible

ts, groups,
users on a
domains and

local computer.

Bus - An int ce that connects hardware to the

motherboard.

- The law that governs ownership of original
works to the author or publisher, published or unpublished.

Digital — Representations of data that can be retrieved in
intervals, e.g., data on a disk.

Directories — Contains a list of URLs that have been
classified according to subject matter.
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Domain - A collection of computers defined by the
administrator of a Windows 2000 network. A domain
provides access to the centralized user accounts and group
accounts maintained by the administrator. Each domain
has a unique name.

Download - When you connect to another c uter or
web site and transfer files from there, to your
computer.

E-Commerce - The process of pur
web site.

ing online

E-Mail Address - This is th
the Internet. A typical e-mail
might be user@yourcomg

own by on
n Internet user

idely used application
an transfer files and
ply by knowing their

mation indecipherable. Files,
ages may be encrypted so that

Ex et — A server at a company that has been designed
allow internal and external users access to that server,
.g., to handle e-commerce.

FAQ - (Frequently Asked Questions) Many questions are
asked repeatedly by new users especially of the Internet.

FTP Server — A computer location on the Internet that has
files available for downloading to your computer.

FTP - (File Transfer Protocol) A client software that is used
to access and download files from another computer on the
Internet. A program like this allows a user to gain direct
access to the “File Server” that holds the files you want.

Gateway - A separate computer used to route information
from or to the Internet within a company. Gateways may
often be used as a proxy server or firewall as it checks the
information flowing to or from the Internet.

Hacker — Someone who enters your computer without
permission to look around, delete or corrupt files.

Header - Text that appears at the top of every page of a
web page when printed.

Hoaxes — An e-mail sent by someone who indicates a
virus was not caught by any of the anti-virus programs.
This false virus can create as much damage as a real virus
in that it will clog up a mail server based on everyone
sending each other an e-mail notice of this so-called virus.

Home Page - The first web page of any web site or the
first web page you see when you start the web browser.

HTML - (Hypertext Markup Language) A ‘language’ used
to create/save web pages to the Internet. HTML creates a
page with graphics, tables, hyperlinks and multimedia.
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HTTP - (Hypertext Transfer Protocol) A protocol that
determines how a program on one computer communicates
with a program on another computer system to domains on
the Internet. These letters are used at the beginning of an
address to indicate where to look for a location on the
Internet.

Hub - A network device that connects PC’s together to
form a network where all users share equal transfer speeds
from the total network connection speed.

Hyperlinks — Words or phrases, usually underlined, that
indicate a location that can be accessed from the page you
are currently viewing.

Instant Messaging - A program designed to allow people
to chat to each other in real time, albeit one line at a time.

Internet - A web of computers connected together
throughout the entire world. It is a large non-administered
collection of computers that no one person or organization
is responsible for.

Intranet - A company’s private web site that is accessible
only to employees or authorized users.

ISP - (Internet Service Provider) A company that offers
the use of its computers and facilities to access the
Internet for a fee.

LAN - (Local Area Network) A group of computers in one
location that are all connected together with a common
wiring system.

Libel - The process of saying something untrue to defa
or ruin someone’s reputation.

Mailing List — A virtual online discussion area w
people can post messages and anyone in the m
can respond to it. Some mailing list are moderate
means there is human intervention where sages
rerouted appropriately, and unmoderated m li
means everyone in the list receives t e

Menu - A list of items used to e te
dialog boxes, or display another m

, display

municate with
er with special
s can allow one

er computer. One

Network - When compu

cables in a network. Sp
computer to request data

and mail, and help to make

ts — Each network interface cards within
to increase the flow of information to

dedicated to a specific topic.

Password — A security measure used to restrict logons to
user accounts and access to computer systems and
resources. A password is a unique string of characters that
must be provided before a logon or access is authorized.

Plagiarism - The process of taking someone else’s work
and using it as your own.

Portal Site — Web sites that specialize in a particular
subject.
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Privacy - Protecting one’s information when online. Check
the privacy statements of web sites prior to giving any
personal information to that site.

Protocol - The “language” spoken between computers to
help them exchange information.

Router - Similar to bridges except they examine the
destination address of the information and pass it on to the
appropriate segment(s) only.

Save - When information stored in the mem
to a disk, it is saved on the disk. If you t
off without saving to a disk, all the informati
entered in the memory will be lost.

Search Engine - A database pr to work
with a web browser to help findsi
engine database will search f
other search engines su

Dogpile, etc.

rmation from

rovides services and
of computers. A
at holds all the e-mail is called the

Server - A main comp

evice that allows the full amount of
network cabling system to be
sers on that network.

aging - See Instant Messaging.

Bar - The horizontal bar located at the top of a
and containing the title of the window or program.

L = (Uniform Resource Locator) The entire address that
is recognized “universally” as the address for an Internet
resource. Each resource on the Internet has a unique URL.
URLs begin with letters that identify the resource type,
such as http, ftp, etc. These types are followed by a colon
and two slashes. Next, the computer’s name is listed,
followed by the directory and file name of the remote
resource. The URL is usually typed in the address bar.

Virus - A small program written for the purpose of
destroying information on a disk or the entire computer.
There are many different types of viruses in the market
and they can occur at random times while working on the
computer or disk. DOS now has an anti-virus command
that will allow you to detect and then clean the virus from
the disk or computer.

Web Browser - Software needed to navigate through the
web. For example, Internet Explorer, Netscape and Mosaic
are web browsers.

Web Server - A server dedicated to hosting web sites,
either at an ISP site or at the company site.

Working Off-line — Doing work or creating data on your
computer while it is not connected to the network or to an
on-line service such as the Internet.

Workstation — Any networked computer using server
resources.

WWW - (World Wide Web) A multimedia service on the
Internet. The WWW contains a collection of online
documents with text, images, sound, or video. The
documents are housed on Internet servers around the
world.
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Appendix C: Index

- A

Address Book, 71
Adding a contact, 71
Adding agroup, 74
Making changes, 73
Starting, 71

Address Field, 112

Addressing, 29

Advertisement Windows, 101

AND, 161

Anti-Virus Program, 184

Attaching Files, 33, 55
Inserting, 56
Opening, 56
Removing, 56
Saving, 58

Attachments, 30
Problems, 39

Automating Tools, 77

Bad Netiquette, 38
Spamming, 37
Banner Ad, 90
Banners, 101
Bcc, 49
Behind the Scenes, 173
Benefits, 175
Communication, 9
Sharing Devices, 10
Sharing Information, 10
Bookmark, 121
Boolean Terms, 161
AND, 161
EOR, 161
NEAR, 162
NOT, 162

XOR, 161
browser, 89, 91
bulletin board,
bus, 3
Button,
C
carp , 180
carpal tunnel syndrome, 180
Cc, 49
cellular phones, 15
Client - Server Networks, 4
cloud, 5
Compacting, 79
Computer Network (Internet), 16
Connecting to the Internet, 17
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OR, 161 A
Paranthese, 162

Connection Types, 19
Dial-up access, 19

Digital connections, 21

Online services, 20

TV cable access, 20

Contacts
Adding, 71
Addressing, 49
Groups, 74

Making changes, 73

Selecting, 49
Cookies, 95
Copy and Paste, 130

Copyright, 127, 170, 178, 190, 192, 193

Criminal Activity, 192

D

Damage, 178

Data Backup, 186
Data Security, 179
Database Server, 11
Dedicated Servers

Database, 11

Dedicated Servers,
Deleted Items, 46
Délivery Fail

discussion group, 107

S

Disposing of Consumables, 197

Domain Name, 27, 92
Country codes, 92
Format, 92

Proposed new domains, 93

Top-level, 92
Types, 93
Drafts, 46

E-commerce, 103, 174
Payments, 175

Electronic Mail, 25
Addressing, 29
Attachments, 30
Components, 28
Creating E-mail, 30
Domain Name, 27
Features, 27
Internal, 26
Internet, 26
Message Body, 30
Subject Line, 29

E-mail Features
Attaching Files, 33
Creating New, 30
Forwarding, 31
Managing, 31
Precautions, 41
Reply, 30
Replying to All,

E-mail Options, 30

E-mail Probl

E , 35

Encryption, 95, 102

Digital Certificates, 102

E-commerce, 103

Private key, 103

Public key, 103

Secure socket layer, 102

EOR, 161

Ergonomics, 180
Laptop Considerations, 182
Products and Gadgets, 182
Workstation, 181

Ethernet, 3

Ethical Issues, 191
Criminal Activity, 192
Libel, 191
Plagiarism, 192

External Mail, 26

Extranet, 23

Extranets, 22

Eye Strain, 181

F

Favorites
Adding Bookmarks, 121
Folders, 124
Organizing, 123
Favorites List, 121
Field, 90
Folder List, 46
Deleted Items, 46
Drafts, 46
Inbox, 46
Outbox, 46
Sent Items, 46
Folders, 124
Create new, 46
Forwarding, 54

G

Graphic, 89
Groups, 74
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H

hacker, 179

Hacker, 179

hackers, 55

handle, 101

Hasty Replies, 40

Home, 172

Home Page, 91, 100

HTML, 89

HTML Objects, 166

HTTP, 88

Hub, 7

Hyperlink, 90

hyperlinks, 89

hypertext markup language, 89
hypertext transfer protocol, 88

I

Impact on Society, 171
Inbox, 46
Inbox Overflow, 39
Index, 101
Information, 127
Authority, 170
Site Design, 171
interface card, 3
Internal Mail, 26
Internet, 15
Connecting, 17
Functions, 16
Internet E-mail, 26
Internet Explorer
Address Field, 112
Favorites List, 121
Hyperlinks, 116
Looking at the Screen, 111
Menus, 119
Toolbar, 114
Internet filter software, 190
Internet Service Providers, 17
Intranets, 22
IP Address, 27

K

Keeping Up wi , 196

Mail Formats
Plain text, 47
Rich text, 47
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Mailing List
Databases, 106
Moderated Lists, 105
Posting Messages, 105
Subscribing, 105
Mailing List Databases, 106
Mailing Lists, 104
Unmoderated List, 105
Maintenance, 76
Automating tools, 77
Backing up messages, 83
Compacting the database, 79
Out-of-office notices, 82
Redirecting mail, 83
Menus, 119
Message Body, 30
Messages, 47
Addressing contacts, 49
Attaching files, 55
Backing up, 83
Bcc, 49
Blocking, 69
Cc, 49

Changing the view, 61

Checking for, 52

Copying, 64

Creating new, 47 \

Deleting, 68
Finding, 66
Flagging,
Formattin

iving, 52
Redirecting, 83
Replying, 53
Saving, 66
Security level, 55
Selecting, 61
Sending, 47
Setting priority, 51
Sorting, 62
Spell check, 50
Stationery, 48
Microsoft Outlook, 44
moderated list, 105

Narrowing the Search, 157
NEAR, 162
Netiquette
Bad, 38
Network
Computer (Internet), 16
Telephone, 15
Network Access Poaints, 17
Network Interface Card, 6

APPENDIX C - INDEX

Networking, 2
Benefits, 9
Cables and Devices, 6
Client - Server, 4
Connecting PC's, 3
Disadvantages, 11
LANs and WANS, 5
Protocols, 3
Standards, 3
New Messages, 47
Newsgroup Reader,
Newsgroups, 106
Bulletin Boakds, 107
Discussi s, 10
Newsg
T
NQOT, 1

abases, 93

nline Services, 20

R, 161

tbox, 46

Outlook Express, 44
Folder list, 46
Starting, 44

Out-of -Office Notices, 82

O
O

P

Parentheses, 162
passwords, 179
Peer-to-Peer Networks, 4
Personal Responsibilities, 196
Disposting of consumables, 197
Sharing your knowledge, 197
Plagiarism, 192
Plug-in, 96
Pointing Hand, 90
POP protocol, 31
Pop-ups, 96
Portal Sites, 148
posting, 104
Posting Messages, 105
Power Problems, 178
Precautions, 41
Printing a Web Page, 132
Privacy, 194
Privacy Policy Statements, 103
private key, 103
Protecting Y ourself, 193
Buying online, 193
Privacy, 194
protocol, 91
Protocols, 3
Networking, 3
Transport, 3
public key, 103
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R

Redirecting Mail, 83

repetitive motion injury, 180

Replying, 53

Restricting Access, 189

Rich Text, 47

Risks, 178
Damage, 178
Environment, 180
Ergonomics, 180
Eye Strain, 181
Power Problems, 178
Theft, 178

RMI, 180

Router, 8

S

Safe Working Environment, 180
Search Engine, 153

Features, 153

Technology, 151
Search Engine Technology, 151
Search field, 101
Search Tools

HTML Objects, 166
Searching

AND, 161

Narrowing, 157

NEAR, 162

NOT, 162

OR, 161

Other Tools, 166

Parantheses, 162
Secure Sites, 101
Secure Socket Layer, 102
Secure Socket Layer (SSL, 102
Security Level, 55
Sent Items, 46
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Sharing Y our Knowledge, 197

Signatures, 79

Site Design, 171

Site Map, 91

slots, 3

Spammers, 37

Spamming, 37

Spell Check
Messages, 50

stationery, 48

Status Bar, 90

Subject Line, 29

Subscribing, 105

Surfing the Net, 116

Switch, 8

T

Table of Contents, 101
Telephone Network, 15

Unethical Behavior, 192

Uniform Resource Lo )
Unmoderated List,

,184

thread, 107

transport protocols, 3

TV Cable Access, 20 eb Page Elements, 89
Banner Ad, 90

U o Button, 90

C-3

w

Web Browser, 19, 98
Advertisement Window, 101

Banner Ad, 90

Banners, 101

Button, 90

Field, 90

Home page, 100

Hyperlink, 90

Index, 101

Pictures, 89

Pointing Hand, 90

Printing, 132

Field, 90
Graphic, 89
Hyperlink, 90
Status Bar, 90
URL, 89
web server, 88
web site, 88, 90
wide area network, 5
Worldwide Web, 88
Browser, 89
HTML, 89
HTTP, 88
Hypertext markup language, 89
Hypertext transfer protocol, 88
Web page elements, 89
Web server, 88

XOR, 161
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APPENDIX D - COURSEWARE MAPPING D_ 1

Appendix D: Courseware Mapping

ST R B e e R

Ethas e =ireects

Total Domains: 4 Total Objectives: 11 Total Skill Sets: 72 Total Courseware Requirements: 239

Standardized Coding

Number Objectives & Skill Sets Courseware Mapping

This domain includes the knowledge of common terminology associated with computer networks and the Internet,
components and benefits of networked computers, the difference between different types of networks (for example,
LAN and WAN), and how computer networks fit into other communications networks (like the telephone network and
the Internet).

Domain 1.0:
Networks and the
Internet

Identify network fundamentals and the benefits and

Objective 1.1 Location

risks of network computing

Identify terminology relating to telecommunications, networks

i ?
and the Internet What is a Network?

IC3-3 1.1.1

Networking Fundame

IC3-3 1.1.2 Identify types of networks Networking Standard 3
Recognizing Intran 22
IC3-3 1.1.3 Identify how networks work Networking Fi 2
IC3-3 1.1.4 Identify benefits of networked computing 9
IC3-3 1.1.5 Identify the risks of networked computing 11

Identify fundamental principles of security on a network of Networking

Objective 1.2 Identify the relationship between computer networks,
other communications networks (like the telephone Location
network) and the Internet

IC3-3 1.2.1 Identify the different ways the telephone system is us
transmit information

ducing the Internet 15

IC3-3 1.2.2 Identify that telecommunication devices such as
information from analog to digital and digita

Connecting to the Internet 17

IC3-3 1.2.3 Identify the units used to measure data tra Looking at Internet Service Providers 18

IC3-3 1.2.4 Identify the Internet as a "super net Connecting to the Internet 17
networks and that computers co t via the
"onramp" of a smaller computer

IC3-3 1.2.5 Identify the hardware and Connecting to the Internet 17, 23
Internet

IC3-3 1.2.6 Identify different ty, i Connecting to the Internet 19, 21
advantages and dis
connection sp

IC3-3 1.2.7 Identify the rol dr sibilities of an Internet Service Connecting to the Internet 17
Provid

Domain 2.0: This domain includes the knowledge and skills required to identify how electronic mail works, the makeup of an e-mail

Electronic Mail address and other communications methods such as instant messaging. The domain also includes the ability to use

an electronic mail software package and to identify the "rules of the road" (i.e., "netiquette") regarding the use of
electronic mail.

Objective 2.1 Identify how electronic mail works Location

y how electronic mail works on a network and on the Internal Mail 26

Internet E-mail 26
Understanding an E-mail Address 27
Identify the components of an electronic mail message Looking at E-mail Message Components 28, 33
Identify the components of an electronic mail address Understanding an E-mail Address 27
Identify when to use different electronic mail options Using E-mail Options 30
Identify different ways electronic mail is accessed Receiving E-mail 31
IC3-3 2.1.6 Identify the difference between standard electronic mail and other ~ What is Electronic Mail? 25,31

forms of messaging, such as paging or Instant Messaging/Text
Messaging delivered via computer, cellular telephone, handheld
computer (PDA) or pager

© CCI LEARNING SOLUTIONS INC. LIVING ONLINE 1118-1



Objective 2.2

Identify how to use an electronic mail application

APPENDIX D - COURSEWARE MAPPING

IC3-3 2.2.1
IC3-3 2.2.2
IC3-3 2.2.3
IC3-3 2.2.4
IC3-3 2.2.5
IC3-3 2.2.6

Objective 2.3

IC3-3 2.3.2
IC3-3 2.3.3
IC3-3 2.3.4
IC3-3 2.3.5
IC3-3 2.3.6
IC3-3 2.3.7

LIVING ONLINE 1118-1

Read and send electronic mail messages

Identify ways to supplement a mail message with additional
information
Manage attachments

Manage mail

Manage addresses

Identify the purpose of frequently used mail-configuration optiop

Identify the appropriate use of e-mail and e-mail related
"netiquette”

Identify the advantages of electronic mail

Identify the elements of professi
messages

Identify when other form
appropriate than e-mai
documents requiri

are more
| documents or other

supple nformation

dentify issues regarding unsolicited e-mail ("spam") and how to
imize or control unsolicited mail

dentify effective procedures for ensuring the safe and effective
use of electronic mail

Location

Using E-mail Options 30
Sending Messages 47
Receiving Messages 52
Replying to a Message 53
Forwarding a Message 54
Finding Messages 66
Sorting Messages 62

Attaching Files
Sending Messages
Working with Attachments

Attaching Files

Using the Folder List
Setting the Priority
Marking Messages
Flagging Messages
Performing Some Main
Selecting Items

ng Messages
Sending Messages

Location

What is Electronic Mail?

Identifying Common E-mail Problems 39
Using E-mail Appropriately 34, 35
Working with Attachments 37
Using References 36
Using References 36
Working with Attachments 37
Managing Spam 37
Watching for Potential Viruses in E-mails 41
Understanding Bad Netiquette 38
Identifying Common E-mail Problems 39
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D-3

This domain includes the knowledge and skills required to identify information and resources that are available on the
Internet and use a Web browsing application. Elements include the ability to identify elements of Web pages and Web
sites and how to determine the quality of information found online. Elements also include the ability to use a Web
browsing application such as Microsoft Internet Explorer® to browse the Internet.

Domain 3.0: Using
the Internet

Objective 3.1

Identify different types of information sources on the

Internet

Location

IC3-3 3.1.1 Identify terminology related to the Internet Understanding Basic Terminology 88, 95
IC3-3 3.1.2 Identify the purpose of a browser in accessing information on the Understanding the World Wide Web 88
World Wide Web Using a Web Browser 98
IC3-3 3.1.3 Identify different elements of a Web site Recognizing Web Page Elements
Using the Uniform Resource Locator
Looking at the Home Page
I1C3-3 3.1.4 Identify different types of Web sites by their extensions, and the Understanding the Domain N ormat
purposes of different types of sites
IC3-3 3.1.5 Identify the difference between secure and unsecure Web sites Identifying Other Ele 95
(such as password-protected sites or sites secure for online Identifying Secure Si 101
transactions) and how to tell if a Web site is secure Looking at E-co 103
Understanding tements 104
IC3-3 3.1.6 Identify different ways of communicating and corresponding via 104
the Internet (Usenet) 106

Objective 3.2

IC3-3 3.2.1

Be able to use a Web browsing application

Identify the make-up of a Web address/Uniform Resource Locatg

(URL) g the Domain Name Format 92
IC3-3 3.2.2 Navigate the Web using a browser by specifying a URL or, he Address Field 112
address in a Web browser, going to a Web page using standing Hyperlinks 116
graphic links, navigating using the Web browser's F Navigating with the Toolbar 114
Back buttons and address bar, going to a Web si Looking at the Home Page 91
going to the home page for the browser Getting Started 110
IC3-3 3.2.3 Reload/Refresh the view of a Web page Using a Web Browser 98, 101
Using Microsoft Internet Explorer 110, 114
IC3-3 3.2.4 Show a history of recently visited We an e the list of Using a Web Browser 98, 101
recently visited Web sites Using Microsoft Internet Explorer 110, 112
Customizing the Web Browser 139
IC3-3 3.2.5 Find specific information Web sit Understanding Hyperlinks 116
IC3-3 3.2.6 Manage Bookmarkedssites/F: Adding a Bookmark to Your Favorites Lists 121
Organizing the Favorites 123
Re-organizing the Folders 124
IC3-3 3.2.7 Save the contel e for offline browsing Saving a Web Page 127
IC3-3 3.2.8 e (including copying text or media to Using Copy and Paste 130
IC3-3 3.2.9 ied parts of a Web site Printing a Web Page 132
IC3-3 from a Web site to a specified location Downloading Information 136
IC3-3 ntify settings that can be modified in a Web browser Customizing the Web Browser 139
IC3-3 entify problems associated with using a Web browser Identifying Other Elements 96

Objective 3.3

Be able to search the Internet for information

Using a Web Browser

Location

Identify the ways a search engine classifies and looks for Web "Surfing" the Internet 143
sites Using Search Engine Technology 151, 153
IC3-3 3.3.2 Identify other ways of searching for information on the Web Searching a Specific Web Site 144, 151
Using Directories 146
Using Portal Sites 148
IC3-3 3.3.3 Use a search engine to search for information based on specified Using Search Engine Technology 151, 153
keywords
I1C3-3 3.3.4 Search effectively Narrowing the Search 157
Using Boolean Terms 161
I1C3-3 3.3.5 Identify issues regarding the quality of information found on the Evaluating the Information 169
Internet
IC3-3 3.3.6 Identify how to evaluate the quality of information found on the Evaluating the Information 169
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Web
Domain 4.0: The This domain includes the knowledge and skills required to identify the benefits and risks of computing and the role of
Impact of the Internet in many areas of society, from home and work to school and recreation. Elements include the ability to

Computing and the identify how computers and the Internet are used in different aspects of work, school, and home and how these areas
Internet on Society of society are impacted by the availability of computer technology and online resources.

Identify how computers are used in different areas of

Objective 4.1 Location

work, school and home

IC3-3 4.1.1 Identify how computers and the Internet are used Having an Impact on Society 171

IC3-3 4.1.2 Identify the technology and processes involved with computers Having an Impact on Society
operating "behind the scenes" in everyday activities

171, 173

IC3-3 4.1.3 Identify the impact of electronic commerce (e-commerce) on Shopping Online
business, individuals and governments

IC3-3 4.1.4 Identify technologies that support or provide opportunities to the
disabled and disadvantaged

Benefits of Using Compute

Identify the risks of using computer hardware and
software

Objective 4.2 Location

IC3-3 4.2.1 Identify how to maintain a safe working environment that comply Establishing a 180
with legal health and safety rules
IC3-3 4.2.2 Identify injuries that can result from the use of computers for 180
long periods of time
IC3-3 4.2.3 Identify risks to personal and organizational data Data or Computer 178
179
186

standing Viruses

Identify software threats

Identify how to use computers and the Internet safely,

legally, ethically and responsibly Location

Objective 4.3

189

IC3-3 4.3.1 Restricting Access

IC3-3 4.3.2 Identify concepts related to intellectual prop Recognizing Copyright Issues 190
Retrieving Information from a Web Page 127
Identifying Ethical Issues 191
IC3-3 4.3.3 Identify the principles regarding | jonvcan or cannot Protecting Yourself 193, 194
be considered personal, including th between
computer systems owne sses that may have
rules and guidelines as to a stored on the system,
and computers own indi re the owner of the
i wn data
IC3-3 4.3.4 Identify how t i rding electronic commerce Buying Online 193

Understanding Privacy Policy Statements 104

IC3-3 4.3.5 t privacy and personal security online Protecting Your Privacy 194

IC3-3 4.3.6 formation about rules regarding the use of Restricting Access 189

e Internet, including laws, use policies at school,

IC3-3 4.3.7 i to stay informed about changes and advancements Keeping Up with Technology 196

IC3-3 ify how to be a responsible user of computers and the Looking at Personal Responsibilities 196

ternet
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