MIDDLETON PURLIC LIRRARY

| ntroduction to
the Internet

What is the Internet?

A “network” is a group of computers that are connected to each other so that they can
communicate with each other and share and exchange information. The Internet is a
global “network of networks,” made up of computer networks of all sizes plus individual
home computers all over the world.

The World Wide Web

The World Wide Web (WWW) is the biggest, most
popular, and fastest growing part of the Internet.

Text, images, sound, and video can be incorporated
into documents called "Web pages.” These documents
are connected with “links” so that you can move quickly
from document to document with the click of a mouse.

The information on the World Wide Web is constantly changing as new Web pages are
created, existing Web pages are updated, and old Web pages are taken down.

Web Pages & Web Sites

A Web page is a single document available on the World Wide Web. Web pages may
be more than one screen long and more than one page if printed out.

A Web site is a collection of Web pages that are linked together, similar to how a book
is a collection of paper pages that are bound together. The introductory or first page of
a Web site is called a “home page.”

Links

Links, also called “hyperlinks” or “hotlinks,” are what connect Web pages to each other
and allow you to jump from one to another quickly. To follow a link, you simply use the
left mouse button to click on the link once.

Often, links on a Web page are easy to recognize because they are represented as
underlined blue text, which turns purple once you have clicked on the link. But links
can also be other colors, and sometimes they are represented by buttons, pictures, or
other graphics instead of text.



The Middleton Public Library has several different types of links on its Web site’s home
page.
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You can usually tell if some text or an image is a link by holding the mouse pointer over
the text or image. If the pointer shape turns from an arrow into a hand, then the text
or image is a link and can be clicked on.

Types of Addresses

Like locations in the real world, locations on the Internet all have unique addresses so
that you can easily find them. When using the Internet, the two main types of
addresses you will come across are “e-mail addresses” and “"Web addresses.”

E-mail addresses are what allow you to send a personal message to a specific person or
group of people over the Internet. It works a lot like the postal address you use on a
paper letter. The e-mail address of the Middleton Public Library looks like this:

mid@scls.lib.wi.us

Username Domain

An e-mail address is always made up of a username, the @ symbol, and a domain
name. The username is the unique name assigned to the person who has the e-mail
account and the domain name tells where that account is located.



Web addresses, also called "URLs"” (Uniform Resource Locators), point to a specific Web
page or site. The Web address for the library’s home page looks like this:
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Protocol I Domain I

The first part of the address is called the protocol and it tells the computer that it is
looking at a Web document. The second part of the address is the domain and it
indicates where the Web site is located. The “www” at the beginning of the domain
stands for World Wide Web. The middle part is often the name of the organization or
company that the Web site is for. The last part of the domain tells you what type or
category of Web site the address is for.

Some of the most common types of Web sites are:

.com commercial or business .net Internet resource or network
.edu educational institution .gov government
.org non-profit organization .mil  military

Web addresses may also have country-specific extensions at the end:

.us  United States fr France
.uk  United Kingdom Jp Japan
.ca  Canada .de  Germany

States may also have their own two-letter extensions:
Wi Wisconsin .ca  California il lllinois

A Web address that ends with the domain usually points directly to the home page.
When a Web address points to another page within a Web site, there are often
additional sections that follow the domain in the Web address. These additional
sections, called a “directory path,” are always separated from the domain with a slash.
Here is an example from the City of Middleton’s Web site:

http://www.ci.middleton.wi.us/map/map.asp

Protocol 1 Domain I Directory Path 1

This address points to a lower level page on the city’s Web site: a map of Middleton.
Without the directory path, the address would point to the home page.


http://www.midlibrary.org
http://www.ci.middleton.wi.us/map/map.asp

Navigating the World Wide Web

Web Browsers

A Web browser is a computer program that allows you to view, save, and print Web
pages and navigate the World Wide Web. The most common Web browsers are
Internet Explorer (IE) and Netscape. We have our own browser here at the library.

When you are using the computers at the
< Middleton Public Library, this is the button
you click on to open up the Web browser.

The Toolbar & Navigation Buttons

The Web browser’s toolbar, located at the top of the browser window, contains
navigation buttons that allow you to move between Web pages, as well as buttons for
other helpful tools like searching and printing.

Back — Takes you back to the last Web page you visited

Forward — Moves you forward to the Web page you went back from

Refresh — Loads the current Web page again

Stop — Stops a Web page from loading

Home — Takes you to the Middleton Public Library’s home page

Search — Takes you to the library’s list of search engines

Print — Prints the current Web page, which may be more than one printed page

Print Preview — Provides a preview of how the current Web page will print,

including the number of pages that will be printed

9. EindText — Brings up a search box that allows you to find specific words or
phrases on a Web page

10. Open — Brings up a box so you can type in a Web address and go to that page

11. Font — Adjusts the size of text on a Web page, making the font larger or smaller
for easier reading

12. Copy — Makes a copy of selected text for pasting

13. Paste — Inserts (pastes) copied text wherever the cursor is located

14. Popup Windows — Suppresses or allows popup windows

15. Activity — Tells you when the computer is loading a page and when it is finished
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The Address Bar

The address bar allows you to go to a Web site by typing in its unique Web address. It

looks like this:

Address: [ http: £ vy 2l libwi usAmiddletan findes. hitml

You simply type the Web address of the Web site you want to go to into the white box,
then press the Enter key on the keyboard when you have finished typing.

Some things to remember when you're typing Web addresses:
e If there is already a Web address in the address bar, you must erase it before
you type in the new Web address.

the “www."
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e You need to make sure you type the Web address exactly as it is written,
including upper and lower case letters, dots, slashes, and underscores.

Printing Web Pages

If you want a paper copy of a Web page, you can print it. When you press the Print
button, the box shown below will appear on the screen.
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Cancel |

You can control how much of the Web page
you print by using the options in the “Print
range” section. You can choose “All” to print
the entire Web page, or you can set a range of
pages to be printed if you only want to print
certain pages. If you just want to print a
portion of text or images, you can highlight
exactly what you want to print with the mouse,
click on the Print button, and choose “Selection”
in the “Print range” section.

You can control how many times the Web page
will be printed using the options in the “Copies”
section. Just choose the number of copies you
need.

Many Web pages are more than one page long when printed. It is a good idea to use
the Print Preview button to see how many pages will be printed. You may not need the
information on all of the pages, and you can choose which pages to print.


http://www.�

Search Engines

When you do not already know the exact Web address of a particular Web site you wish

to visit or when you do not know what Web site will have the information you are

looking for, you can use a search engine. Search engines help you find Web sites and
specific information on Web sites by matching words you choose to represent what you

are looking for with words that are on Web sites.

You can find a list of links to some of the many search engines available by clicking on

the Search button on the toolbar of the Web browser. You can also go directly to a
search engine’s Web page by typing the Web address into the address bar.

Google hitp://www.google.con
Yahoo! hitp:/www.yahoo.com
AltaVista http://www.altavista.com

Dogpile http:/www.dogpile.com
MetaCrawler ‘http://www.metacrawler.con

As an example, here is what you'll see on the basic search screen for Google:

HINT: If you

[ " just want to

- O g ) e search for
pictures, you

can click on the

Images link
Web Images Groops Mews FroogleM®™™  more » right above the
Ad d Search
IpDDdlES Pr;i?::cesearc SearCh bOX.

| Google Search I I'm Feeling Lucky | Language Tools

Steps in doing a basic search using Google:

1. Decide what information you want to find and what words best represent that
information.

2. Type those words into the search box—like “poodles” in the image above.

3. Click on the Google Search button below the search box to get a list of Web
pages that match the words you typed in. These are called “results” or “hits.”

4. Look through the list of results, read the descriptions, and click on the links for
those that look like they might have the information you're looking for. The
most popular and relevant sites are often listed first.


http://www.google.com
http://www.yahoo.com
http://www.altavista.com
http://www.dogpile.com
http://www.metacrawler.com

This is what the list of results will look like if you do a search using the word “poodles”:

Web |mages

Sroups

Mews FroogleM* more »

Goc )g[e Ponin:

Search |

Web
Wonderful World of Poodles

Waonderful World of Poodles [ Home ] [ Histary |

| Health & GGenetics ][ Colars ] [ Sizes | [ Grooming |

[ Breeders | [ Poodles & Children | [ Awards ]. ...
waaney, geocities. cormdHeartland/ 28267 - 16k - Cached -

Similar pages

Versatility In Poodles, Inc front page

Yersatility In Poodles, Inc. Dedicated to enhancing the

lives of poodles and their owners world-wide by
supporting health, education and perfarmance. ...
wwrwe vipoodle orgd - Sk - Cached - Similar pages

POODLES IN AUSTRALIA ®

MINIATURE POODLES - STANDARD POODLES -
TOY POODLES Agility - Confarmation - Endurance -
Jurmping - Obedience - Tracking. YWELCOME! ... The

Poodles . com. ...

waney, poodlesinaustralia. comd - 8k - Cached -

Similar pages

Results 1- 10 of about 229,000 for poodles [definition]. {(0.17 second

Sponsored Links

Poodle Secrets

Mew Resource Reveals Amazing
FPoodle Secrets!

wearwy PoodleSecrets. com

Poodles

Find, compare and buy Petsl
Simply Fast Savings

wnni, SHORRING. com

Puppies For Sale
Find the perfect puppy online

1000s of listings with photos
wwrwe, PUppyFind. com

Labradoodles
Pupsdkids, Inc.
Available Mow 8 whks old
whaney, pUpsdkids, com
Madison, Wl

Each page will contain
10 results. You will
have to click on the
Next link at the
bottom of the page to
get to the next 10
results.

The column on the left
is the list of results for
your search. Click on
the titles to go to the
Web sites.

The column on the
right is a list of
advertisements, or
links to Web sites that
paid Google to include

them in your results.

Here are some tips that will help you use Google:

e Be as specific as possible to get the most accurate results. If you don't get any
results, however, you may have to pick more general words to search with.

e You don't need to use capital letters. Ex. dane county humane society,
wisconsin, george w. bush

e It's not necessary to use common words like “how,” “a,” “an,” and “the.”

e If you are searching by using a phrase, you should place that phrase in quotation
marks. Ex. “middleton public library”

e Google will often tell you if you've made a common spelling error. 1f you don't
get any results, however, it is a good idea to check your spelling.

Evaluation of Web Resources
Anyone anywhere can create a Web site and publish it on the World Wide Web. When
you're searching for information online, you need to examine Web pages to make sure

they have reliable information.

Questions to ask when evaluating Web sites:

e Who created the Web site? Are they experts? What are their credentials?
e Is this an official or unofficial Web site? It is biased?

e What is the purpose of the Web site? Are they trying to sell something?

e |Is the site current? When was it created? When was it last updated?



E-mail

E-mail is short for “electronic mail,” and you can use it to send messages to and receive
messages from friends and family very quickly using a computer. You can sign up for a
free e-mail account from a number of different services on the World Wide Web, which
will allow you to send and receive messages using any computer with a connection to
the Internet anywhere in the world.

Yahoo! Mail ihttp://mail.yahoo.com _
Hotmail ihttp://www.hotmail.com
Lycos Mail http:/mail.lycos.com

Signing Up for a Free Yahoo! E-mail Account

To sign up for a Yahoo! e-mail account or to log in to one you already have, go to the
Yahoo! Mail Web site listed above. This is what you will see on the screen:

J Enteryour ID an ol If you already have a
New to Yahoo!? CELN € Yahoo! e-mail account
Get afree Yahoo! Ma.il.accnunt—it's E] b_reeze to ::?Idpm:r_ﬂ el P _ and y0u Want tO access
Slavionnelenan i ana e ol — W Rermermber iy 1D on this camputer |t, type your ID and

« 100ME of email storage Mail Plus offers taugher .

Keep more of what's important to you yirus and spam paSSW(er in the box on
i pratection, a virtually m . .
o Euwerfulspamp(ute:tlun unlimited 2GB of storage, the rlght, then click on
ead only the mail you really want na graphical ads, and . 5 . -
& Get your mail anywhere mare far anly MODE: Standard | Secure the Slgn In button.

All yau need is aweb connection . $19.99ear.
Learn More

Learn mare

To sign up for a new account, click on the Sign up now link on the left. You will be
taken to a Web page with three options. To sign up for a free e-mail account, click on
the Sign up now link in the Free Yahoo! Mail box on the left. Fill out the sign up form
and click on the Submit This Form button at the bottom of the page.

When you type your
password in, it will
appear as dots or stars.

Tips for filling out the sign up form:

e Your Yahoo! ID can be any combination of letters and numbers, but cannot
include spaces or symbols.

e Capitalization matters for your password. Pick a password that is hard to guess.
You can use any combination of numbers, letters, and symbols.

e It's a good idea to write down your ID and password so you don't forget them.

¢ What you enter in the First Name and Last Name boxes will be what appears
when you send others messages.

e If you don't want to get e-mail advertisements, be sure to uncheck those boxes.


http://mail.yahoo.com
http://www.hotmail.com
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After you click on the Submit This Form button at the bottom of the sign up page, you
will see the following on the screen if you filled out the sign up form correctly:

. This screen tells you what your
YAHoO! Mail 27

new e-mail address will be. You
Welcome to Yahoo! should write it down so that you
& confirmation message has heen emailed to you. can give it to the people you
want to get e-mail from.

Your Yahoo! ID: middletoncomputerclass
our New Yahoo! Mail Address: middietoncomputerclassiayvahoo.comn

Make sure to uncheck the box

[ Continueta vahoo! Mail | next to the words “Install
Get more with your Yahoo! Mail: Yahoo Companion Toolbar Yahoo! Oompanion toolbar,”
then click on the Continue to

Install Yahoo! Companion toolbar

R Yahoo! Mail button under your
new e-mail address.

Now you are logged in to your new e-mail account and should see the welcome screen
for your mailbox. It will look like this:

Yahoo! My Yahoo! biail
H &f Welcarme, middletoncomputerclass powered
i AHOO!@ Mall = [Sign Cut, My Account] L [‘I&B Mail Hame - Hel
D> Mail ~| 5] Addresses ~ Calendar ~ E Notepad - |ni(I(Iletoncom|1lrlerclass.:c]'yalwo.c0|i Sign Ot ’

Check Mail | Ccoampase kCIICk here tD erte Mail Updrades - Search Mail - Mail Options
Folders [Add] -

Search
the web gearch |

d message

= 1 You are using 0% of your 4.0MB limit.
reWeIcome. Middleton! |

t'D Ch'ECk for You have 1 unread message:
new messages"'> (! &= Number of new ADERTISBAENT

Motherhood is havA,

Saying thanks is easy.

@ Inbox (1}
@, Draft

Cé sent messages
E‘E’ Trash @ Today’s tip: Mow you can decide how oTten

Trash [Empty] wou wwant Yahoo! Mail to delete bulk
messages. Learn maore.

New - Bulk messages don't count! Learn more.

Free Credit
Check Instanthy!

%I Netlix DVD

T Rentals Delivered!

"jﬁf Malke Your ! Mail
a FREE Fax Machine (=_ )
g Today's Mortgage
Set up your Address Book

Put your contacts within easy
reach so it's a snap to stay in 'Y_hHDO'[shupplng

tauch,

Announce your new email address
Send an email to your contacts to
let thern know your Yahoo! Mail
address,

owe

The number of new messages you have will appear in the center of the screen. To get
to your inbox, which is where your new messages will be, click on the Inbox link.

When you are finished using your e-mail account, make sure to click on the Sign Out
link in the upper right-hand corner of the screen.



Reading E-mail Messages

L Mail ~| (=] Addresses ~ calendar ~ %5 Notepad |~ middlstoncomputerclass@yahoo.com [Sigh Out

Your Checkmall | compose | Mail Uparades - Search Mail - Mail Options
|nb0x Folders [Add] |nb0){ 0% of .0MB used - Get more space
[ ]
screen 3 Inbox (1)
h |d (R, Drat View: All | Unread | Flagged Messages 1-1 of 1 | First| Previous | Mext | Last
snou —
[y Mowe to folder.. % | ok
look like —~ *= =
h_ (& Trash [Emety] ] Sender Subject Date [¥] Size
this. .| Yahoo! Welcome to Yahoo! Tue 05/04  530b
|_’ It's Free. Check All - Clear All
Check your Credit.
Delet =1 Mark =
Take the reins with S —ha ar Move to falder.. v | ok
ifells Fargo Messages 1-1 af 1 | First | Frevious | Mest | Last

To view an e-mail message, click on the subject. In this example, you would click on
the Welcome to Yahoo! link to read that e-mail message.

Sending an E-mail Message

After clicking on the Compose button, you'll see the following screen:

Compose { Plain | Color and Graphics Send an eCard
Send Save as a Draft Spell Cheack Cancel
Inzert addresses or enter nicknames (separated by commas) Use Address AutoComplete
To: |9ouﬁriend@9ahoo.com & T?pe the e-mall
address of the
Ce: | | Bee:| | '
person you re
Subject: [computer class R | writing to here
Attachments: [ Attach Files | Type the subject of your message here

*
(Il

XKh@Aa Faoe ruy 2o s =

= % Stationery

Hil
| took & computer class today at the Middleton Public Library and got my very own e-
mail account
Type your message here
Click here
to send
the
message [ Use my signature [ wiew HTML Source
Options:

Save a copy in your Sent ems folder e If you wa nt to save a copy of your
] send money using Yahoo! PayDirect from HSBC: $|:| Mare Info messaqge, check

Send l Save az a Draft l Spell Check l Cancel
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Suggested Web Sites to Visit

Middleton Public Library bttp://www.midlibrary.org

Check out the Library’s Web site for some great links. We have collected the most
interesting and useful links we could find in a variety of subject areas, including
Directories, Health, Consumer, Career, Education, News, Community, and Government.

Online Internet Tutorials

Internet 101 http://www.internet101.0rg
net.Tutor http://gateway.lib.ohio-state edu/tutor

Other Fun and Interesting Web Sites to Browse

Comics.com http://www.comics.com
Elvejhem Museum hitn:/www.lvm wisc.edy

of Art

Epicurious http://www.epicurious.com
HowStuffWorks htt:/www.howstuffworks.con
Metropolitan Museum htp:/www.metmuseum.org

of Art

Milwaukee County Zoo http://www.milwaukeezoo.ord

New York Times hitp://www.nytimes.con
Olbrich Gardens ihttp://www.qlbrich.org
PBS ‘http://www.pbs.org

Science Magazine

Time Magazine http://www.time.com

Weather Channel http://lwww.weather.com

Yahoo! Games
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Glossary of Other Internet Terms

Attachment

BCC

CC

Dead Link

Directory

Emoticons

Forward

HTML

ISP

Modem

Netiquette

A file sent along with an e-mail message. An attachment could be
any number of things, such as a resume, a photograph, or a video
clip. Some attachments are actually computer viruses, so care
must be taken when opening them.

Stands for “blind carbon copy.” It is used when you are writing an
e-mail message and you don’t want one recipient to know that you
have also sent the message to another person.

Stands for “carbon copy.” It is used when you are writing an e-
mail message and you want to send a copy to another person.

An Internet link that does not lead to a Web page or Web site. The
Web browser may give an error message. This happens when a
Web page has moved or no longer exists or when the computer the
Web site is hosted on is not working correctly.

A directory will allow you to browse the World Wide Web by broad
subject categories. Yahoo! has an excellent subject directory.

Also referred to as “smilies,” they are faces created by typed
symbols that are used to express emotion when communicating
online.
:-) Smiling, happy - ( Frowning, sad
<) Winking -( Crying

The term used for when you send an e-mail message you have
received on to another person.

Stands for “hypertext markup language.” The computer language
most often used to write Web pages.

Stands for “Internet service provider.” 1SPs sell access to the
Internet. Examples are America Online and Earthlink.

An either internal or external hardware device that enables a user
to connect to the Internet through telephone wires, cable lines, or
satellite transmissions.

The unwritten rules of proper online behavior.
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Shouting

Spam

Ranking

Reply

Traffic

Virus

When you're writing an e-mail or otherwise communicating online,
if you type in all capital letters it is considered the online equivalent
of shouting. It is considered bad netiquette.

Unsolicited junk e-mail.

The order of Web sites or Web pages in a list of results after a
search is performed, usually showing the most relevant results first.

The term used for when someone has sent an e-mail message to
you and you wish to respond to that message.

The visitors to a Web page or Web site, often measured over a
given period of time.

A computer program that has been created to damage or otherwise
cause problems with a computer. They are often spread through
e-mail attachments.

Further Reading

These books, available from the library, will help you learn more about the Internet and

how to use it;

Communicate and Connect to the Internet published by Gateway

E-Mail for Dummies by John R. Levine

Google for Dummies by Brad Hill

The Internet for Dummies by John R. Levine

The Internet for Dummies Quick Reference by John R. Levine

Internet Privacy for Dummies by John R. Levine

Mr. Modem § Internet Guide for Seniors by Richard A. Sherman

Want to know more about specialized topics? Check out these books:

The Complete Idiot § Guide to MP3 by Rod Underhill

The Complete Idiot § Guide to Online Auctions by Michael Miller

Finding Statistics Online by Paula Berinstein

Genealogy Online by Elizabeth Powell Crowe
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