Intel® Easy Steps

Introducing Internet and Email
Intel® Easy Steps

Introducing Internet and Email

Module 2
Introducing Internet and Email
Description: In the course of most people’s daily lives, we need to search for information to help us either personally or in business. The information we need could be about a health condition or treatment, a job vacancy, how to get government services, or we could be looking for entertainment. Traditionally, to seek information we would look through books, or ask friends or neighbours.  Unfortunately, we often end up without finding the relevant information that we need. Today, with just a click of mouse on the computer, we can get the latest information from any corner of the world right at our fingertips and we can communicate instantly with people from anywhere in the world. 
In this module you will learn how to use the Internet effectively for searching information and communication. You will develop Internet skills by conducting an information search. You will learn how to create an Email account, send and reply to Emails. You will also get introduced to the Intel® Education Help Guide, a digital resource to help you do tasks on the computer. 
Activity 1: Exploring the Help Guide
At various points during this course, you might have to ask help from your friends or instructor. As an alternative, when you want any technical help on how to do a skill using the computer, you can use the Intel® Education Help Guide. The Help Guide provides simple step-by-step directions for completing technical tasks. 

Follow the steps to learn how to use the Help Guide.
1. Insert the Help Guide CD in the CD Drive and wait for auto run. Or, see Activity 3 Exploring the Web Browser below to learn how to find the Help Guide on the Internet.   
2. Select “Open folder to view files”, and click OK.
3. Double click Help Guide folder.

4. Double click Help Guide icon [image: image1.png]


 to start the application.
5. Or, if the Help Guide application is already installed in the computer, double-click the Help Guide icon [image: image2.png]


 on the computer to start the application.
6. Click the Help Guide link on the left navigation pane, which shows the contents of the Help Guide. 
Note: To select a link, move your cursor over it. You will notice the cursor changes to a hand[image: image3.png]


. 

7. Check the two main skills:

1. Click Finding Technology Skills (See Help Guide, Help Guide Skill 1)
a. Read the instructions to find a skill in the left navigation pane. (See Help Guide, Help Guide Skill 1.1)

b. Read the instructions to search for a skill. (See Help Guide , Help Guide Skill 1.2)

2. Click Viewing Skills While You Work (See Help Guide, Help Guide Skill 2)

a. Read the instructions to view a skill in the main window. (See Help Guide ,Help Guide Skill 2.1)

b. Read the instructions to view a skill in the individual skill pop up window. (See Help Guide, Help Guide Skill 2.2)

c. Read the instructions to close the pop up window and return to the main window. (See Help Guide ,Help Guide Skill 2.5) 

Activity 2: Learning Internet Basics 
Before you begin using Internet, you need to learn about the basic terms related to Internet. Internet: 

The Internet sometimes called “the Net” is a worldwide network of computers, where computers across different locations can communicate with each other. 

Web: 

Web/World Wide Web (WWW) is similar to a library. It refers to the collection of information available on the Internet. It consists of millions and millions of pages of text, pictures, sounds and animation on various topics.
Browser:

A browser is a software program that is on your computer to for the purpose of allowing you to search for and  pages on the Web.  The most typical examples of web browsers are  Microsoft Internet Explorer*, Mozilla Firefox*, Apple Safari, Google Chrome, and Opera.  See which web browser is available on your computer.  

Browsing/Surfing: 

Navigating the Web or Internet using a web browser is commonly known as surfing or browsing the web or Internet. People browse the net to read information and news, to watch videos, to see images and similar activities. You can browse the Internet either using web addresses or Search Engines. 
Web Address or URL:

A Web address (URL) refers to the address of the Web page or Web site on the Internet. It specifies the exact location of the Web page on the Internet like your detailed address including your name, house name, flat  number, street name or number, city name and pin code. For example, http://www.google.com
Bookmarking:
While browsing, you may have come across a Web page or section that you found interesting or informative, that you would like to visit again. The Web browser gives you an option to store these pages so that you can quickly find them when you want to visit the page again.  This method of storing URLs of web pages is known as Bookmarking. 

Activity 3: Exploring Web Browser
You need a software program called a Web browser to explore the information available on the World Wide Web. A Web browser is used to display Web pages on your computer. In this activity we will explore Web browsers in detail. 
The Web browser consists of a title bar, a toolbar, a menu bar, a status bar and scroll bars. In addition, it includes an address bar. The address bar displays the Web address or URL of the Web page you are currently viewing. The toolbar provides navigation buttons that can be used to explore the Web.
For an activity that allows you to explore how a browser works, we will use a web browser to explore the Intel Education Help Guide, which you can access on the Internet.
To do so: 

a. Start the web browser. 

b. Click to place your cursor in the Address or Location bar. Type http://www.intel.com/education/. 

c. Press the Enter key on your keyboard. 

d. On the left navigation menu, click on For K12 Educators. 
e. A list of options available will be shown the page. Click on Digital Literacy. 
f. The list of options for Digital Literacy will be shown on the page. Click on Intel® Education Help Guide.
g. Click on Online Help Guide. 
h. Select the version you want. Then, click Launch Help Guide. The Help Guide application will open in a new window. 

Note: Your computer will remember your choice of version once you select it the first time. It will automatically launch the Help Guide application to the version you selected when you click on the Help Guide link. 

i. To learn how to use the Help Guide, see Step 7 of Activity 1 listed above.

1. Start the web browser or double-click the web browser icon on the desktop. (See Help Guide, Web Technologies Skill 1.1 or 3.1)
2. Type http://www.intel.com/education on the Address or Location bar. (See Help Guide, Web Technologies Skill 1.4 or 3.4) 

Note: The above Web site address is an example only.  You can type any Web site address that you would like to browse or surf. Make sure that you type the Web site address correctly since a typing error may take you to a different Web site that does not work.

3. Press the Enter key on your keyboard or click the Go button. Then, wait as the Web page loads on your computer.

4. Read the information and use vertical or horizontal scroll bars to view the text not visible on the screen.
5. Click on any hyperlink. (word, picture or object linked to other information)
Note: You can move to other pages on the Web site by using hyperlinks. When you point to a hyperlink, the pointer changes to a hand [image: image4.png]


. When you click a hyperlink, it takes you to that page.
6. Click on the Back / Go back one page button to go back to the first page. 

7. Type another address on the Address or Location bar. (See Help Guide, Web Technologies Skill 1.4 or 3.4) 

8. Read the information and click on any hyperlink.
9. Click on the Home icon on the toolbar to go to the home page of the Web browser.
Note: The icon on the toolbar that looks like a house is called Home [image: image5.png]


. Clicking on Home takes you to the default Home page of the browser. 

10. Bookmark any links that you found interesting and would like to visit again. (See Help Guide, Web Technologies Skill 1.5 or3.5)
11. Click the Close button [image: image6.png]


at the top-right corner of the browser window to exit. 

Activity 4: Exploring Search Engines 
Search engines are tools used to find information on the Internet. Search Engines are similar to Web pages and have to be opened using a Web Browser. Usually, searches are based on a word or a combination of words or topics. These words or phrases are known as keywords. The search results may consist of Web pages, images, information and other types of files (presentations, documents, spreadsheets, and so forth), which can be opened in a Web Browser. 

Certain search engines used widely are:
http://www.google.com
http://www.bing.com
http://search.yahoo.com
Step 1: Conduct a Search

Follow the steps to explore search engines:

1. Start the web browser or double-click the web browser icon on the desktop. (See Help Guide, Web Technologies Skill 1.1 or 3.1)
2. Type http://www.google.co.in/ on the Address or Location bar.  (See Help Guide, Web Technologies Skill 1.4 or 3.4) 
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3. Suppose you want to see the technology education initiatives in India, type the keywords as suggested below in the Search box. 
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Note: Keyword is the word used by the search engines in its search for relevant websites. 
Choose the keywords carefully to save your time on search engines. Certain tips:

· Instead of asking the question “Who was the first man on the moon?” you can just put “first man moon.” 
· Make it more specific. To search for an exact phrase type the phrase with quotes, for e.g. instead of typing “cars”, you can just type “Nano”.
· Write correct spellings of keywords.

· Avoid, “a”, “the” “is” “are”, and so forth unless you are searching for some exact phrase.
4. Click the Search button or press the Enter key on your keyboard.
5. Look at the list of links that are shown as results. You will notice that there will be a short description about each Web site. The keywords used by you also appear in bold.  Click on the most relevant link. These links take you to the Web pages or Web Sites displayed in the link. 
Note: You can identify which website is relevant by reading the description written under each website instead of going to each one of them.
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(For this search, the most relevant result link is www.intel.com/education/in.  )
6. Click Back / Go back one page button to go to the home page of the search engine. 

7. Type keywords about any information you want to find on Internet.

Frame your keywords in the space provided below:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
8. Click the Search button. 
9. Look at the list of Web site and click on the most relevant website address.

10. Read the required information. In case, the Web site does not have the required information, click Back / Go back one page button and click on other Web site link from the search list. 

11. Click on the Images link at the top of the search engine window to search for relevant images. 
12. Save the image in the folder malini_mathur you created in Module 1. (See Help Guide,  Web Technologies Skill 2.4 or 4.4)

Step 2: Conduct an Advanced Search

1. Go back to the search engine page by clicking the Back button on the toolbar. 

2. You can specify your search by using the Boolean operators such as “AND”, “NOT” and “OR”. 

3. In the Search box (the white empty box), type in keywords separated by commas and combined with the word “AND”, “NOT” or “OR” that will help the search engine narrow down your search. 

Note: The more words you combine using “AND”, the narrower the search. 

For example, if you want information on train reservation in a particular city, type “railway AND reservation AND India”. To narrow your search to find information only for a particular location, type “railway AND reservation AND Delhi NOT Kolkata.” If you want to expand your search and want results containing either one word or the other or both, then type “railway AND reservation OR Delhi OR Kolkata”.  

4. Press the Enter key on your keyboard. You can also click on the Search button next to the search box. The search will list web pages that contain the keywords that you have typed. 

5. You will notice that there will be a short description about each Web site. The keywords used by you also appear in bold. Reading the descriptions will help you decide on whether the web page is relevant or not. 

6. Read the descriptions and click on the hyperlink of the Web page result that interests you. 

Note: To open the Web page in a new browser window or a new tab in the same browser window, right-click on the hyperlink and click on the options to either open the Web page in a new window or a new tab.
7. Navigate between the pages using the Back button  and the Forward button, as required. 

8. Bookmark any links that you found interesting and would like to visit again. (See Web Technologies Skill 1.5 or  Skill 3.5)
9. Click the Close button [image: image10.png]


at the top-right corner of the browser window to exit. 

Step 3: Self-Practice

In this Self-Practice, you will apply your Internet browsing and Internet search skills.
Complete the following activities in your spare time.
1. Select a search engine and search for information on uses of Internet. Use at three different keywords to search for the information. Bookmark one web page that you think is relevant. 

Keywords used: ________________________________________________________________________________________________________________________________________________________
URLs of the first three results on the search page: ________________________________________________________________________________________________________________________________________________________

URLs bookmarked by you with your reason for bookmarking the Web site: ________________________________________________________________________________________________________________________________________________________
2. Go to http://www.xe.com/ and find the exchange rate of 1 US dollar in your currency. 

Exchange rate for 1US dollar: _______________ 

3. List one of the top news stories on http://www.bbc.com/ 

News Story Title: _______________________  

URL link of the section/web page: ____________________________________________________________________________
Brief Description of the story: ________________________________________________________________________________________________________________________________________________________
4. Go to www.wikipedia.com and find an article on a prominent person who was in the news recently.

Name of the person: ___________________________________________________________
Wikipedia Link: ________________________________________________________________
5. Using search engine, find at least definitions from at least 2 different Web sites for the word “entrepreneur” 

Definition of Entrepreneur: ________________________________________________________________________________________________________________________________________________________
URLs of the source Web pages from which the definitions have been taken:

________________________________________________________________________________________________________________________________________________________
6. Visit the following websites

· To watch news online - http://www.ndtv.com/news/index.php
· To send e-greeting cards - http://www.123greetings.com/
· To view recipes - http://www.tarladalal.com/
· To search for activities for children - http://kids.nationalgeographic.com/
7. Conduct Internet search on your favourite topics. 
Activity 5: Introducing Email
In our everyday life, we often send letters to our family members or friends living in another city or abroad. With the Internet we can send our messages electronically and communicate with others across the globe in seconds. Before you start using Internet as a means to communicate, get familiar with a few important terms. 
Email: 

An Email is a short form of “electronic mail”. It is a modern day tool to send and receive messages using the Internet. 
Emails have changed the world of communication. It used to take days or even weeks to send a letter in earlier times, while now with Email you can send it in seconds or minutes. All you need is an Email account, Internet connection and the Email address of the person you are sending the Email to.
Email address:

Email address is a like any other address. It is unique and two people cannot have the same email address. An e-mail address typically has two main parts:malinimathur2009@gmail.com The user name (mmathur), the sign (@- at the rate) which is the same in every email address and mail server address (gmail.com)  

There are many Email service providers like Yahoo, Rediff, Hotmail, Gmail, and so forth. You can create an Email ID with any service provider by registering your details. 

Inbox and other Folders

An inbox is the main folder, where all the incoming mails are stored. The messages are organized in chronological order with details such as the name of the sender, the subject, the date and the size of the message. Similarly, there are other folders like Sent and Drafts, where the emails that are sent and incomplete drafts are stored. 
Note: There are many Email service providers but for this particular activity Gmail* is used. 
· The instructions given below are specific to a web site and may differ from other web sites. The site below is a suggested site only. You or the facilitator may select another web site to use for this activity. 

· To access the web site suggested below, you will need to register for the site. Before you set up an email account or register for any other external Web site, you must become familiar with some basic rules regarding Internet Safety. Please make sure that the basic rules of Internet Safety are reviewed before registering on any Web site (Refer to the Appendix – Internet Safety Guidelines).  
Step 1: Creating an Email ID

1. Start the Web browser or Double-click the Web browser icon on the desktop. (See Help Guide,  Web Technologies Skill 1.1 or 3.1)

2. Type www.gmail.com on the Address or Location bar. (See Help Guide, Web Technologies Skill 1.4 or 3.4) 
3. Press the Enter key on your keyboard or click the Go button. Then, wait as the Email Web page loads on your computer.

4. Click on ‘Create an account’ to create a new Email ID. You will be directed to the registration page, which appears like a form.
5. Fill in the registration details in the boxes, such as your:

· Name and Surname

· Date of Birth

· Country or Location

· Gender 

· Postal Code

Note: You will notice that some boxes have the drop-down menu, which allows you to select one option from several choices. Just click on the down arrow and move your cursor to the option you would like to choose. When it is highlighted, click on it.

6. Type your desired email ID or login/username.

Note: You can create your email ID or login/username as you wish. You can have your name, your birthday, favourite place or a combination of these as your email ID or login name. For e.g. name@example.com

7. Click Check or Check Availability to see if the email ID or login/username you created is available.

Note: Sometimes an email ID or username may already be taken, so it is important that the email ID you create is unique. If the e-mail address you typed already exists, the page provides four alternative e-mail addresses for you to choose. You can either click one of the four e-mail addresses or type a new username.

8. In the box below, type a password for your email ID. Type your password again.

Note: When you type the password, every character in the password will appear as dots. This is to prevent unauthorised users from viewing and misusing your password.

9. Choose a question in the Security Question box. Or, if you wish, you can type your own question. Then, type an answer to your question.

10. Type the characters you see in the box or picture.

11. Click I accept box to agree to follow the terms of service.

12.  Click Create my account. Your email account is created and you are now registered to send and receive emails on that Web site.
13. You will notice that you are directed to your email account. Click Show me my account to see your account details. 
Note: Some Web sites will directly take you to your account. While for some, a welcome screen is displayed with your email account details. Click Continue.
14. Record your Email ID and Password in the space provided below. Remember that the password is not supposed to be shared with anyone. 
Email ID: _______________________________________________

Password: ______________________________________________
15. Take a look at the table below and learn about the basic features of Gmail.
	Inbox



	 Shows all the incoming mails with details. 

	Sent Mail


	 Stores all mail sent by you.

	Compose Email

	To create a new mail.

	Sign out


	To sign out from the account 


16. Click Sign Out to exit your email service. 

Step 2: Sending an Email 

Follow the steps given below to send an Email.

Sign in to your account, if you are not already signed in.

1. Click Compose mail.
2. Type the Email address of the person to whom you would like to send the message in the To box. 

[image: image11.jpg]To: mukul pal@gmail com






Note: In case you do not have any Email address with you, take the Email address of your friends in this course, and send a message to them. In case you want to send the message to more than one person, separate their Email addresses by inserting a semi-colon For example: ********@gmail.com; **********@yahoo.com.
3. Type a short title in the Subject box.  [image: image12.png]: [ Hello| T




4. Type the message you would like to send. 
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5. Click Send to send your message.
6. Click Sign out to exit your email service. 

Step 3: Checking and Replying Emails 

You can access your Email account from any place and from any computer with an Internet connection. 

1. Sign in to your account, if you are not already signed in.

2. To check for messages, click Inbox. The messages that you have received will be displayed. 

3. Click on a message to open and read it. 
Note: In Gmail, the incoming mails with Sender´s name and Subject of the message are
already displayed on the left side.

4. To reply to a message, select the message from the inbox. Then, click Reply. The Email address of the person to whom you would like to reply will already be filled in  automatically.

Note: Do not type the subject here, as it is a reply mail for the same subject.

5. Type your message in the Subject area.
6. Click Send to send your message.
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7. Click Sign Out to exit your email service. 

Step 4: Self-Practice

Complete the following activities in your spare time.
1. Send an email to your friend or relative.
2. Send an email to your trainer, sharing your experience about the course and your expectations from the course based on what you have learnt so far.  

Activity 6: Using What I Learnt

1. In this activity you will discuss the uses of Internet in your daily life. The Internet has many uses. For example, you can use Internet to:
· Find information
· Communicate with others
· Shop online

· Listen to music and watch videos
· Book tickets
Think about other possible uses of Internet in your day to day life. Use the space given below to list the different uses of Internet.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Share the list with your friends and note down any additional points. 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skills Set Checklist

Go through the checklist to review what you have learnt. 

	Skills
	Yes
	No
	Need Practice

	I know about the Internet, World Wide Web and Web Browser.
	
	
	

	I can start a Web Browser.
	
	
	

	I can browse the Internet using URLs. 
	
	
	

	I am able to search information on the Web using search engines.
	
	
	

	I know how to bookmark Web pages.
	
	
	

	I know how to create an email account.
	
	
	

	I can sign in and sign out of my email account. 
	
	
	

	I can use my email account to read, send and reply messages.
	
	
	

	I understand the basic Internet safety guidelines. 
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