Rockwall County Library                                                        Revised 2/17/2006

Basic Internet for Beginners
I. Introduction
· No one is in charge of the Internet and no single governmental body regulates it.  Use common sense in your Internet interactions.
· Any individual can access the Internet by going through an Internet Service Provider (ISP).  Consider:
· national, regional and local providers 
· service types:
· the cheapest but slowest access is through a regular telephone line and modem (a dial-up connection).  Be very sure that you select a provider in your local calling area so you won’t be calling long distance to connect to the internet.
· a Direct Service Line (DSL) from a telephone company
· broadband cable internet service sold by cable television companies or wireless internet from satellite companies
· ISDN, T1 or T3 
· There are wide variations in pricing and in quality of service, so you may want to check with some local friends for suggestions about who provides good service in your neighborhood.  Expect to pay from around $10 to $60 per month or even more, depending on the provider and the type of service.  Most providers give a discount if you pay for several months of service in advance.
· Some possible places to look at lists of  ISP companies your local area:
· the local telephone book
· http://www.thelist.com “The List of ISPs”

· http://www.findanisp.com/default.shtml  “Find an ISP”

· http://www.ISPrank.com “Internet Service Directory”

· You can use the Internet here at the library for free.  We have a high speed connection, so files download fairly quickly here.
· You must read and agree to the library Internet Policy .
· You will be limited to 30 minutes per day if the computers are very busy.  This applies even if you are not finished with your project. 
· The library charges 10 cents per sheet for any printing you do (intentionally or by accident).  
· You can buy a computer disk here for $1 if you want to download (save) files.  You cannot burn a CD on our computers.
II. Some Words to Know
· Browser - the software program which allows an individual computer to communicate with the Internet.  
· Cookies are files that may be added to your computer by web sites you visit.  Some people are concerned that cookies are an invasion of their privacy, while others are not concerned by them.  You can use the Privacy features under Tools, Internet Options, if you want to limit or eliminate cookies.
· E-mail (short for Electronic Mail) involves sending and receiving messages electronically. 
· You need an e-mail account to receive and send messages.  Your ISP will usually provide an e-mail account when you buy Internet service from them. If you don’t have an ISP and want to set up an e-mail account to use at the library or on a friend’s computer, you can use a service like MSN.com Hot Mail, Yahoo Mail http://mail.yahoo.com , or Lycos Mail http://mail.lycos.com .  Many offer free basic service but charge for an account with more features and storage space.  Most of the free accounts expire if you let 30 days pass without logging in to them and reject mail if you exceed your space limits. 
· Home Page - The opening page of any Web site OR the page you set your browser to go each time it opens.

· Hyperlinks or Hot Links or Links - allow you to move from one document page or web site to another.  When you click a link, you go to another Web document. 
· HTML (Hypertext Mark-Up Language) - The language used to create a Web document.
· HTTP (Hypertext Transfer Protocol) – the standard format (protocol) used on the World Wide Web to retrieve HTML documents.  Most browsers will automatically assume the address you want starts with “http://”, so you don’t have to type it in every time.  (Some browser versions assume the “www.” also, but not always.)
· Modem (short for Modulator-Demodulator) - A modem is a device attached to a computer that allows the computer to transmit and receive data over a phone line for a dial-up connection.
· Pop Ups are additional windows that open on top of your browser window.  They may be part of the web site with more information, or they may be advertisements.  Pop ups may take up a large amount of your computer resources, since they sometime include animation and videos.  You will probably want to close these completely using the X in the upper right corner of the pop up window. 
· Search Engine - A tool to find documents on the Web.  A search engine will search through millions of Web pages and select those with specific words and phrases as chosen by the user. (examples: www.google.com ,  www.lycos.com, www.ask.com). Your browser uses a search engine.
· Metasearch Engines – search several search engines at once (examples: www.kartoo.com, www.vivisimo.com, www.profusion.com )
· URL (Universal Resource Locator) - a web page address. The URL tells the computer how and where to look for a document.  For example, 
www.rocklib.com is the Rockwall County Library home page.
A URL must be entered exactly, using all the spacing, punctuation, and underline characters that are given.  Some URLs are even case sensitive and won’t work if you substitute capital letters for lowercase or vice versa.  A complicated URL can be very difficult to enter.  
· Here’s a tricky example from the United States General Services Administration:

www.gsa.gov/Portal/gsa/ep/contentView.do?programId=8582&channelId=-2985&ooid=12895&contentId=14934&pageTypeId=8211&contentType=GSA_BASIC&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&P=XCE
· When a URL is too long to print on a single line, type it into your browser as one long string (with no “return” or “enter”).  

· Underlining in URLs can be confusing.  An entire URL is often underlined just to show that it is a URL.  But a URL may also actually contain underline characters “_” between words that are part of the address and must be typed in.  

· For example: http://www.cbs.com/latenight/lateshow/top_ten/
(If you use a space instead of the underline character, it doesn’t work.)
· URLs may contain odd characters to separate words like “-“, “~”, “/”, or “%20”.  Just type in exactly what you’re given.

· Here are some tips on saying the characters in a URL aloud:

·  . =  “dot” 
·  \ = “backslash”

· /  = “slash” (some people say “forward slash”)
· _ =  “underline” or “underscore”
· ~ = “tilde”

· Most, but not all, URLs begin with “www”, the abbreviation for World Wide Web. 
· The ending of a web address may have meaning, but not always. Some of the rules are:

· .com for commercial sites: e.g., www.amazon.com
· .org for non-profit organizations: e.g., www.redcross.org
· .edu for colleges and universities: e.g., www.rice.edu
· .mil for military sites: e.g., www.army.mil
· .gov for U.S. government sites: e.g., www.gpo.gov
·  Two-letter suffixes are assigned to each country, but they are not always used: e.g., .us is for the United States; .uk is for the United Kingdom; .ca is for Canada; .de is for Germany, etc.  
· Many addresses ignore these rules, so you can’t count on them.  Also, some organizations buy more than one domain ending so that people will find them even with an error in the ending. You can get to our library using either www.rocklib.com or www.rocklib.org.  You can get to Microsoft using either www.microsoft.com or www.microsoft.net .   
· But often the ending makes a big difference.  A good example of this:

· www.whitehouse.gov takes you to the official U.S.Presidential site

· www.whitehouse.org and www.whitehouse.net are both parodies making fun of the official Presidential site.
· www.whitehouse.com is currently a news site, although it was once an “adult entertainment portal”.
So sometimes you can correctly guess at what a website might be (www.walmart.com , www.ibm.com ), but it’s usually a good idea to look it up in a search engine.
· Web Directories attempt to index and organize web sites into categories (examples, www.yahoo.com , www.lii.org , www.ipl.org).  You may get less bad hits (i.e., junk results) using a directory, especially if you are using common search terms.
III.  Browser Basics
· The browser we currently use at the Rockwall County Library is Internet Explorer, version 6.  If you use other computers, they may have either Internet Explorer or Netscape, or maybe something more unusual like Mozilla Firefox or Opera.  There are many different versions of each browser, but most work very similarly.  
· Your browser can run many occurrences or instances at the same time.  This means that you can have several searches active at once.  All active instances will show at the bottom of the screen as little minimized boxes.
· Browsers are designed to be “user friendly”.  This means that they offer menus and “help” features to guide you in their use, so you don’t have to memorize exact commands for everything you will want to be able to do.

· Most browsers work with the same basic features: 
· The Address Bar contains space to type in a URL and will show the URL of the site you are currently visiting.  To go to a specific URL, click on the Address bar to highlight the current URL. Then type in the new URL and press the Enter key or click Go. 
· You can also follow a hyperlink from a web page or search result to go to a new page.  Hyperlinks may be buttons or other pictures or highlighted words.  If you hold your mouse cursor over a hyperlink, it changes from an arrow or I to a hand icon.  Click on the hyperlink to follow it to a new page. 
· Back will take you back to the last page you viewed.  

· Forward will take you forward ONLY if you have gone Back at least one page.  If you have gone back, Forward will take you forward again, one page at a time. 
· To go to different parts of a web page you are viewing, use the scroll bar on the far right of the screen.  You can also use up and down arrow keys and the page up/page down keys. Your mouse may have a scrolling wheel built into the top as well.
· Stop (usually a circle with an X) will cancel a search in progress or stop a page from loading.  You might use this if you realize there was an error in your search or if a page seems “stuck”.
· Refresh or Reload will update a page. 
· The colored bar at the very top of your page is the Title Bar.  It displays the page title and the type of browser you are using.
· There are three square buttons at the far right of the title bar: 

· The Minus Sign minimizes the window (reduces it to a small rectangle at the bottom of the screen but leaves it running). 

· The Boxes, either one or two overlapping, let you resize the window when you click them. Full Screen  (leaves a single box in the upper right corner) will enlarge the window of the browser window to fit the entire screen.  Clicking the resizing box again will return to the smaller view, in case you need to be able to see part of another window at the same time.  In the smaller view, you will see two overlapping boxes.  You can move the small view around by dragging the title bar if you need to see behind it.
· The X will allow you to close the window (or the program) completely.  You will lose your search results when you close the browser.
· Saving links so they can be easily retrieved can be done with Favorites (also called Bookmarks).  To save a link in Explorer, click Favorites, Add to Favorites, OK.  You can organize your Favorites to make them easier to manage.  You can remove a Favorite by right-clicking an entry on the Favorites list and selecting delete.
· If you have a page you want to always start from, you can set it in your browser as your Home Page.  Click Tools, Internet Options, change the address to the page you want, then click the Apply button.  The library computers are set to use www.rocklib.com as the Home Page.  To return directly to your Home Page at any time, click the house-shaped icon on the navigation tool bar.
· You can also select the search engine you want to automatically use.  Do this by clicking on Search, then Customize.  You can add other search engines to your Favorites for quick access.
· A very useful tool for long documents is Find on this Page.  Use it by typing ctrl-F or click Edit then click Find on this Page.
· History lets you see what web pages you have visited.  Click the sundial icon to view your History.  You can set your browser internet options to keep addresses in History from 999 to 0 days.  The History can be searched and sorted in various ways.  
IV. Better Safe Than Sorry

You need software on your PC to protect you from viruses, worms, Trojan horses, etc.  Many types are sold, and there are also some free anti-virus products available for download on the Internet.  While viruses once only came from downloading files and receiving e-mail, there are new types that seem to be picked up from visiting infected web sites or from other computers accessing your computer without your knowledge.  Even if you have no important information saved on your computer (or if you have it all carefully backed up), there is a possibility that bad software may still cause problems by targeting people in your e-mail address book or by sending out unauthorized e-mail using your address.  
V.  How to Take It With You (Printing & Downloading)
· Print (the icon shaped like a printer) will print the current web page.  IMPORTANT: A web page may be much more than one printed page and may not be formatted to fit within the margins of a printed page, so some information may be lost, especially from the right hand margin.  If you are at the library, you will be charged 10 cents each for all pages you print, even if you did not want the extra 100 pages that came out when you clicked the print icon or if the right inch of text is missing from every page.  You can manage your printing with Print Preview.  
· From the top left of the screen, click File, then Print Preview.   Use the arrows to click through the pages and decide which ones you want to print.  Make sure the margins don’t cut off the text on the right side.
· If the text is cut off, you can change the orientation (turn the paper) from portrait to landscape.  The best way to do this is to close Print Preview, go back to the File menu, click Page Setup, then under Orientation, click the button next to landscape.  Then use Print Preview again to see if the layout is OK and to decide which pages you want to print.  (Because of a software problem in Explorer, if you try to change the orientation directly within print preview, you will not be able to see the new orientation after the change. Your printed pages will not be the same as the preview). 
· When you are satisfied with the layout, click the Print button at top right. Then look at Page Range, where there are three choices:
· Select All to print the entire document.
· Click the button next to Pages and type either a span of pages separated by a hyphen (e.g., 2-8) or individual page numbers separated by commas (e.g., 1, 3, 7, 9-12).  Then click on OK.
· Print only the currently displayed page by selecting Current Page.
· Downloading
· Click on File then Save As (top left of screen). A pop-up window will appear. 
· Save in: click the arrow for a drop down menu and select the desired drive (“3 ½ floppy A:” to go to your floppy disk)
· File name: the computer creates a name, but you can change it.
· Save as type: Save the page as a file type that you can use later.   If you save the page as a Web page, you will need a Web browser or HTML editor to view it. A text file (.txt) can be viewed in a word processing program such a Word.
· Encoding is usually left to what the computer selected.
· Click on Save when your other options are set. 
· To E-MAIL a file

· From a computer without your own e-mail software on it:
· Save the file following the “downloading” instructions.
· Open your e-mail account in another instance of the browser.  Start a new message (using “new” or “write” or “compose” – each e-mail program uses different terms).
· Insert or attach the saved file into the e-mail using the commands from your e-mail program.
· If using your own computer with e-mail software like Outlook Express:
· Click on File then Send (top left of screen).  You may send the current page as an e-mail message, or just insert the link to the current page within an e-mail message (which takes up much less room).  You can also send the file as an attachment, if you are sure the person receiving the mail will have the right software to open it.  Once you make your selection, your e-mail software will open. Your e-mail choices depend on what software is installed on your computer. 
VI. Final Words
· The best way improve your searching is by taking the time to practice.  Experiment with ways you think a favorite subject might be found. If you find a site you want to re-visit, write the address down or save it as a Favorite.  Don’t count on saving favorites or any other information to a library computer, though.  We delete all user files every time the computer is restarted. 
· You cannot damage the Internet.  Go ahead and experiment, surf around, see if there are any good web sites about your favorite hobby or your favorite celebrity.  Find a recipe for an unusual dish you’ve always wondered about.  Find out how to make a catapult for a science fair project.  It’s all out there.
· Don’t let the Internet damage you.  Some sites will ask you to enter personal information (even credit card numbers).  Always consider this as carefully as if you were giving out the information in person or over the phone.
· Don’t believe that everything you read is accurate.  Think about where it came from.  If it is from a government agency, a museum, a college or university, or a reputable company, it is more likely to be true.  If it came from “Joe’s Opinion Page”, it is only as reliable as Joe is (and you probably don’t know Joe).
· When pop up ads encourage you to “click OK”, don’t do it.  If you click OK they may proceed to install unwanted software on your computer, reset your home page to something embarrassing, or flood your computer with a string of 100 other pop up ads.  Just click the X in the top right corner of the window to close the pop up.  If it won’t close, tell someone from the library staff about it.  (Never restart the library computers – you will not be able to log back in without the password and you may cause damage to the machine.)
· If you accidentally get into an inappropriate site (some of them are very tricky and seem quite innocent before find yourself there), the quickest way out is to just click the X in the upper right corner.  This should close the browser window immediately.  If you are in the library and somehow get stuck at an inappropriate site (sometimes they are set up so that they refuse to close or even automatically change the desktop image), turn off the screen (monitor only) and immediately report it to library staff so we can handle it.

On-line How-To’s, Tips & Tricks

· http://www.northvillelibrary.org/howto/  (very basic about general computer use or beginning Internet searching)
· www.ckls.org/~crippel/computerlab/tutorials/mouse/ (mouse practice) 
· http://www.tulsalibrary.org/research/ORC.asp (click on “computing”)

· http://www.seniornet.org/php/default.php?PageID=5866 

·   www.learnthenet.com/english/index.html 
· www.teachingideas.co.uk/welcome/ 
· medstat.med.utah.edu/travel 
· www.lib.berkeley.edu/TeachingLib/Guides/Internet/FindInfo.html 
· library.albany.edu/internet/ 
· netforbeginners.about.com/internet/netforbeginners/ 
· www.webteacher.org/winexp/indextc.html
· http://www.marylaine.com/handouts.html
· www.infopeople.org/search/chart.html (Best Search Tools chart) 
Parents’ & Kids’ Resources on the Web

· Parents 

· www.safekids.com/
· http://www.kclibrary.org/guides/teens/index.cfm   (safety tips) 
· www.childrenspartnership.org/ (select Parent’s Guide to Online Kids)(search Internet safety)
· familyeducation.com/home/ (search “Internet”) 
· Kids 

· www.ala.org/parentspage/greatsites/amazing.html 
· www.yahooligans.com/ 
· http://www.askforkids.com/ 
· http://www.ipl.org/div/kidspace/
· www.nationalgeographic.com/kids/ 
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