TILT
Teaching Internet Literacy to
Tutors

A basic resource manual for literacy practitioners

Laubach Literacy Ontario

Teaching Internet Literacy to Tutors (TILT) is a project developed by
Laubach Literacy Ontario and funded by Ministry of Training, Colleges and
Universities. The purpose is to give tutors the confidence to use the Internet
when tutoring, when looking for materials and activities, and to help their
students develop computer and Internet skills.
Tools for a New Beginning: A Strategy for Computer-Based Learning in
Literacy published in September 2000 by the Literacy and Basic Skills
Section, Workplace Preparation Branch, Ministry of Training, Colleges and
Universities suggests some basic skills for learners to participate in computerbased learning (pages 51-52). The basic Internet skills involve the following:
•

logging on to the Internet

•

recognizing an URL

•

typing a URL in the address box

•

locating and using links on an Internet page

•

understanding scrolling

The basic e-mail skills include:
•

activating a personal e-mail account

•

writing and sending a message

•

receiving and reading new e-mails

•

exiting the e-mail program.

If our learners are to have these skills to be involved in computer-based
learning, then we must have these skills too!

Laubach Literacy Ontario’s website contains tutoring modules and
activities for use by literacy practioners. As well, updated information on
using the Internet will be periodically added to the website. The website can
be found at www.laubach-on.ca
The objectives of this manual are to give you information, exercises,
and resources for the following:
•

prerequisite skills

•

resources for developing mouse, keyboarding and Windows
basic skills

•

navigating the Internet

•

conducting searches on the Internet

•

downloading and saving information

•

e-mail basics

This manual is intended to be a basic first step. Once you have
mastered these basics you will have sufficient skills to successfully use the
Internet and e-mail.
We hope that you find this a useful resource for your tutoring
experience.
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Technology Based Projects

There are concurrent technology based projects in development which
complement our TILT project. These projects are:
•

CABBY Placement Tool for AlphaRoute and CABS On-line
Assessment Tool. The first will be used to provide a general starting
point for students working in the AlphaRoute environment.

The

second will be used on-site in a literacy program with an assessor
and a learner working together on the computer.
•

AlphaRoute Content Development, Phase 5. This involves the
development of an on-line newsletter, The Learning Edge. Also, the
project includes working with available literacy materials and
activities to make them suitable for use on-line on AlphaRoute.

•

AlphaRoute Games (Content development, phase 5). Games such as
crossword puzzles and word searches including guides on how to do
crossword puzzles are being developed.

•

Basic computer Skills Introduction for Learners. A CD-ROM is
being developed to provide interactive learning for both students
and tutors.

Introduction

Learning Outcomes
! assessing your necessary computer skills
! learning the parts of the computer
! learning basic computer terminology
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Introduction

How to Use This Manual
This manual contains a series of chapters each relating to one aspect
of Internet use.
Each chapter contains information, instructions, activities and
assessments. All chapters are set up in a similar manner:
•

The learning outcomes and full chapter table of contents are
listed on the chapter’s introductory page.
Whenever you see this symbol at the end of each

•

series or set of instructions, it will indicate which
activity to complete so that you can review and
practice your new knowledge. The activities are
numbered and located at the end of each chapter.
In this way you can photocopy those activities
which may be useful for your student.
Whenever you see this symbol it will indicate

•

that there is corresponding exercise or
information relating to the content of the manual
located on the Laubach Literacy Ontario website.
At the end of each chapter there is a written

•

check-up which will help you assess your
knowledge. The answers to these check-ups are
located at the end of the manual.
•

There is a summary contained at the end of each chapter. (An
attempt has been made to keep these to one page in length).
These also can be photocopied as a ‘mini-manual’ to keep beside
your computer.
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Prerequisite Skills

Basic Skills Checklist

Before you begin surfing the Internet, you should be comfortable
with the following:
! Using a mouse (this is a key skill)
! Keyboarding skills
! Microsoft Windows skills:
•

starting and using Windows

•

using Windows menus and toolbars

•

moving around the Screen

•

controlling the size of windows

•

organizing Files and Folders

•

opening, closing, and saving files and folders on your disk
drives.

The next two pages contain self-assessment checklists to help you
determine your basic computer skills.
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Prerequisite Skills
Self-Assessment
Name: ______________________________________________________________
Date: _______________________________________________________________
Identify your skills by placing a # in either the
Yes or No column.
1.

I have a computer at home.

2.

I will be buying a new computer soon.

3.

I can turn the computer on and off.

4.

I have experience with Windows

YES NO

If so, which version:
5.

I play games on the computer.
If so, which ones:

6.

I have an Internet Service Provider.

7.

I use e-mail.

8.

I surf the ‘Net.

9.

I have experience with a Word Processing
Program. If so, which one:

YES
Mouse Skills
I can…

Keyboarding
Windows

NO
Click
Double Click
Right Click
Click & Drag

I have some familiarity with Windows

The next page contains an assessment centred around MS Windows!
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Prerequisite Skills
Self Evaluation:
The following is a list of MS Windows skills. Identify your skills by placing
a # in either the Yes or No column
I KNOW HOW TO….

YES

NO

$ turn on the computer and enter the password
$ change the colour or pattern of the desktop
$ open a window on the desktop
$ identify the parts of a window (Title Bar, Menu Bar,
Scroll Bar)
$ close a window on the desktop
$ change the size of a window (more than one way)
$ move a window around the desktop
$ maximize and restore a window
$ minimize and redisplay a window
$ use the task bar to switch between windows
$ have multiple windows open at once
$ tile or cascade windows
$ undo tile or cascade
$ open a document stored on a disk
$ open an application through the Start Menu
$ open a context menu
$ scroll down a window using the scroll bar and scroll
arrows
$ create a folder
$ create a shortcut
$ open Windows Explorer
$ find a file by name
$ properly shut down Windows
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Some Basic Resources for these basic skills:
If you are not comfortable with these basic skills, here are some
resources for you.
Using a Mouse
www.laubach-on.ca
Click on Tilt
Click on Basic Skills
Mouse Tutorial

Click on Input
Click on Using a Mouse

next…
www.laubach-on.ca
Click on Tilt
Click on Try I.T.
Mouse Tutorial

Scroll down to Exercises
Click on Mouse Exercise

OR
Your Windows program will have a tutorial that helps you learn
skills such as clicking, double clicking, and clicking and
dragging. To access the tutorial click on the Start button in the
lower left of your screen. Then click on Help on the Start menu.
With your Windows program there is a game called Solitaire
which is excellent for learning to click, double click and click and
drag. (This will be found on your start menu under Accessories
% Games %)
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Prerequisite Skills
Using Windows
www.laubach-on.ca
Click on Tilt
Click on Try I.T.
Windows

Under Tutorials

Tutorial

Click on Files & Folders
Click on Starting & Quitting Programs

next…
www.laubach-on.ca
Click on Tilt
Windows

Click on Basic Skills

Tutorial

Click on Using Windows

Your Windows program on your computer also contains tutorials
that teach you how to open, close, move and resize Windows.
Keyboarding
www.laubach-on.ca
Click on Tilt
Click on Basic Skills
Keyboarding

Click on Input
Click on Using a Keyboard

OR
You can beef up your keyboarding skills with typing programs such as
Mavis Beacon, Typing Tutor, or online at www.learn2type.com
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Prerequisite Skills
A small example of other resources/manuals available from
AlphaPlus Library Services are:
The connection: - between people, computers and communication.
Writer: Charla Burtenshaw. Tri-County Literacy Council, C1999.
Subject: WordPerfect for Windows and Microsoft Windows.
Survival guide for computer literacy: making your way in the
world of computers.
Writer: Barbara Somervill. Globe Fearon, c 2000.
ISBN: 0835957551
Subject: Computer Literacy (Teacher’s resource manual)
Key in! : - keyboarding manual for E.S.L. learners.
Writer: Brenda Dalglish, project coordinator. Toronto : Board of
Education for the City of Toronto, Continuing Education Dept.,
c1991.
ISBN: 1895429005
Subject: Typing – lessons and instructor’s notes
Keyboarding skills : - all grades.
Writer: Diana Hanbury King. Cambridge, Mass. : Educators Pub.
Service, Inc., c1986
ISBN: 0838817076
Subject: learning to keyboard
My voice: A magazine for everyone.
Writer: Mary Anna Petre. Upper Canada District School Board,
2002.
Subject: WordPerfect 8 and Microsoft Word 97
Bookstores and Libraries:
There is a tremendous amount of available resources at your local
library or bookstore. Most manuals are step-by-step with ample graphics
to guide you on your way to gaining basic mouse, keyboarding and
Windows skills.
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Computer Basics

How Computers Work

The computer is just a machine! It is a useful tool that is effective
for carrying out business and expanding productivity.
These are ways that computers affect our lives:
&
&
&
&
&
&
&

used to find resources at the library
used to keep records for credit cards and other financial
establishments
used to entertain through video games
used in retail in areas such as price scanners
used in the manufacturing of products
used as safety systems in today’s cars, planes and other
vehicles
…and the list goes on!

An Interesting Fact!
The average PC (personal computer) is
obsolete less than 12 months after it leaves
the factory.
Fortunately, today’s computers can be easily
upgraded to suit your needs.
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Computer Basics
Common Uses for the Computer

Once you become comfortable using a computer, it can provide you with a
tremendous amount of assistance:
&

Word Processor: the electronic handling of text characters. This
includes creating documents such as letters, papers, reports, and
mailing lists.

&

Desktop Publishing: electronic page layouts for newsletters,
magazines, flyers, and posters. This usually means the combination of
text and graphics.

&

Database: the electronic handling of information. Being able to sort,
organize, or find specific items out of large collections of information.
This includes such things as mailing lists, inventories, and employee
information.

&

Spreadsheet: the electronic handling of numbers. Used for statistical
analysis, accounting, expense reports, etc.

&

Graphics: the electronic handling of graphical images. Used to edit
still pictures, slides, scanned images, or full motion video.

&

Audio: the electronic handling of digital audio sounds. Used in the
manufacture of compact discs and digital tapes as well as overlaying
existing video with a digital soundtrack.

&

Communication: sending digital messages from one computer to
another. Used in many offices around the world as a means of
communication. E-mail is an example of communication.
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Computer Basics
What Does It Mean?
Let’s look at some common computer terms so we are all talking the same
language!

&

Hardware: the physical parts of the computer. (for example: monitor,
keyboard, or printer).

&

Software: Programs or instructions that tell a computer what do to.
Without software the computer is just a collection of metal and plastic
parts.

&

I/O Device: Input/Output device. Input devices send information to
the computer (for example, the keyboard). Output devices receive
information from the computer (for example, the monitor or the printer)

&

Disk: a storage device that is magnetic and usually referred to as a
floppy, CD or zip disk.

&

Cursor: A marker that shows where you are in a document. The
cursor is usually a flashing bar. When you enter data it will go in the
spot where the cursor is flashing. Another name for the cursor is
Insertion Point.

&

Bit: A binary (two) digit number, either 0 or 1. A bit is the smallest
piece of information that a computer handles.

&

Byte: A byte is a group of bits that together make up an internal
representation of a character (letter or number). Eight bits equals one
byte. Computer memory is measured in bytes. An average doublespaced typed page requires 1500 bytes!
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Parts of the Computer
There are five major parts to a computer:
1. Ce

ntral Processing Unit:
The CPU functions as the computer’s
brain. It controls the computer’s
activities and directs the flow of
information through the computer
system.
The CPU has:
&

a control unit which directs
and coordinates the entire
system,
and

&

an arithmetic/logic unit
which executes basic math
functions.

The CPU uses two types of memory:
&

ROM which stands for Read Only Memory. ROM programs are
permanent as they are burned into the chips and cannot be
altered. A power failure will not erase ROM programs.

&

RAM which stands for Random Access Memory. RAM can be
altered or erased. Therefore, a power failure will erase RAM.
Thus, you must save your data to a disk that can then be used
again and again to load the information in RAM. The process of
recording data from RAM to a disk is called saving.

When using a computer, this saying should become your credo:
SAVE and SAVE OFTEN!
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Computer Basics
2. The Monitor:
The monitor resembles a TV screen – it displays what you are
working on. It shows the information the computer reads from a
disk or information entered from an input device such as a
keyboard. The monitor can be either monochrome or a colour
display unit.
It is not a television set. Monitors have a high resolution that
enables users to read small fonts on screen. Pixels are the dots that
compose the image on the screen. The more pixels, the higher the
resolution. The higher the resolution, the finer the picture.
3.

User Input Devices:
&

Keyboard:

The keyboard is a primary input device. It is similar to the
typewriter keyboard with a number of added keys.
Let’s look at these added keys. Locate them on your keyboard:
ESC (Escape key): This is sometimes used to escape out of menus or
in situations when you are stuck.
ALT (Alternate) and CTRL (Control): These keys work with
another key or group of keys. What ALT and CTRL do is specific to
the software program being used.
Function keys: These are the keys located at the top of the
keyboard labelled F1 to F12. Depending upon the application you
are using, each key will have a specific function assigned to it.
Insert, Home, Page Up, Page Down, Delete, and End: These
keys are usually located in a group to the right of the keyboard.
These keys will move you around your document.
Page Up and Page Down will move you up or down one page on the
screen.
End and Home will move you to the end of the document or to the
very beginning of the document.
Delete will take out text to the right of the flashing cursor.
Page xii
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Insert will put in text over top of text that is already typed.
Cursor keys: These are the four arrows located on the bottom right
of the keyboard. These keys control where the cursor is going.
&

Mouse:

This is used to make selections and decisions on the screen.
click

'

double click*

'

click the left mouse button twice
rapidly

click and drag

'

click and hold the left mouse button
and drag the mouse

right mouse click

'

click right mouse button once

click left mouse button once

*An alternative action to double clicking is: click once and then
press the <Enter> key
&

Scanner:
This is used to convert a picture into digital information that can
then be used or edited by the computer.

&

Modem:
This is used to link computers via the phone lines.

4. Storage/Input Devices:
&

Floppy Disk Drive: Provides the user with rewritable memory
sources. These are often called a floppy disk. The most popular size
is 3.5” which holds 1.44 mb of information.

&

Hard Disk Drives: Provides the user with a large, fast and
dependable memory source. These are usually part of the actual
computer and are not removable (usually your c:/ drive).

&

Compact Disc Drives: Identical to audio CD’s in size and benefits.
Both provide the user with a very large and dependable memory
source.
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Computer Basics
5. Output Devices:
&

Dot Matrix Printer: This type of printer uses tiny pins striking a
ribbon to create letters, numbers and symbols.

&

Inkjet Printer: This type of printer sprays ink through tiny nozzles
onto the paper. Provides inexpensive quality printing.

&

Laser Printer: This printer uses photocopying technology to
quickly print entire pages. These printers give you very professional
quality hard copies.

Booting the Computer

Booting the computer is the process of getting the computer up and
running. Look for the location of the computer’s on/off switch.
The on/off switch may be labelled Power, or it may be labelled with binary
numbers (1 and 0) 1 = on and 0 = off
Please Note:
If you boot the system with a floppy disk or CD in the drive you will get an
error message which reads Non-system Disk. What is happening is that
the CPU is trying to read the information on the disk and use it to start
the system.
If you get such a message, check the disk drive, pop the disk and click on
Retry.
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Some Computer Related Issues
Understanding Copyright laws:
&

all commercial software is copyrighted. This means a limited
number of copies may be made with permission from the
manufacturer.

&

all shareware is copyrighted. This means a limited number of
copies may be made with permission from the manufacturer.
Shareware is software distributed free on a trial basis with the
understanding that you will pay for it later.

&

all freeware is copyrighted. However, an unlimited number of
copies may be made without permission from the manufacturer.
Freeware is offered at no cost, but you cannot incorporate it into
anything you are developing.

&

all public domain software is not copyrighted. This means an
unlimited number of copies may be made without permission
from the manufacturer. Public domain software can be used
without restriction.

Privacy Implications with Computers:
&

many personal records such as medical, financial, criminal, etc.
are public access. This means anyone can view them.

&

records may be used against you

&

records may be altered, damaged, or even lost.

Cyber crime in Society:
&
&
&
&
&
&

credit card fraud
ATM fraud
social security fraud
electronic surveillance
bank fraud
…and more!
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Computer Basics
Virus Protection:
When connecting up to the Internet, it is imperative that you have
virus protection on your computer.
A virus is a piece of programming code that is disguised as
something else. The virus will cause an unexpected and undesirable event
and it will likely be spread to other computer users. Some ways that
viruses can be spread is through attachments on an e-mail, information
downloaded from the Internet or from an infected disk or CD.
Some viruses cause problems as soon as they hit your computer;
some are programmed to occur at a specific time (such as a special holiday
or date). The viruses can range from the playful (showing an animated
cartoon or singing a song) to the extremely destructive (erasing data,
programs or your hard drive).
Anti-virus software searches your hard drive, your incoming and
outgoing e-mails and floppy disks and CD’s for any known viruses.
You can buy the software from your local computer store; updates
are then available from the software developer’s website. Or, these antivirus software programs could already be loaded on your computer by your
retailer.
This basic computer information can also be found on-line at:
www.laubach-on.ca
Click on Tilt
Computer

Click on Computer Icebreaker

Icebreaker
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Chapter One
Internet
Information

Learning Outcomes
! learning about the Internet and its history
! knowing about the hardware and software needed to be
connected to the Internet
! learning basic Internet terms

Chapter Contents
History of the Web .............................................................. 1
Internet Service Provider ................................................... 3
Basic internet Glossary ...................................................... 5
Chapter One Summary....................................................... 7
Check Up ............................................................................. 9

Chapter One
What is the World Wide Web?

NOTES

Basically the World Wide Web consists of
millions of documents, stored all over the world on
computers that make up the Internet. These
documents are linked together through a series of
hyperlinks, or jump points; therefore, information is
easily accessed.
The language used on the World Wide Web is
HTML (HyperText Markup Language). HTML is a
formatting and programming language designed to link
documents together. This language allows the
capability of formatting a document with graphics,
sound and enhanced text.
Brief History of the Internet

During the era of the Cold War it was thought
that a nuclear calamity would make it difficult for the
world powers to communicate with one another. Thus,
the military wanted to develop a system of
communication to overcome this possible disaster.
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Internet Information
NOTES

A military defense supplier in the USA
developed this system of communication. The supplier
was the Rand Corporation. Rand and four universities
(Stanford, UCLA, UC Santa Barbara, University of
Utah) developed a network that became the beginning
of the Internet. Originally it was a communication tool
for education and for the military. Now, the Internet
has grown in such a way that it has become a tool for
individuals and businesses.
How many people are on-line?
“The art of estimating how many are online
throughout the world is an inexact one at best. Surveys
abound, using all sorts of measurement parameters.
However, from observing many of the published
surveys over the last two years, here is an "educated
guess" as to how many are online worldwide as of
August 2001. And the number is 513.41 million.” (Nua
Internet Surveys). The following chart has been
compiled by Nua Internet Surveys (August 2001).
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World Total

513.41 million

Africa

4.15 million

Asia/Pacific

143.99 million

Europe

154.63 million

Middle East

4.65million

Canada & USA

180.68 million

Latin America

25.33 million
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What You Need to Get Started:

NOTES

You require the following to get Web Connected:
! a modem
! a phone line
! an Internet Service Provider (ISP).
•

The ISP will then give you:
•

Web browser software

•

an account and an e-mail
address (for example,
info@laubach-on.ca)

OR
You can go through your local cablenet company
which will give you:
! network card and hookup
•

Web browser software

•

an account and an e-mail address

NB: The cable that is used is different from your
television cable. DO NOT try to connect your
computer to your television cable – you could fry
your hard drive!
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Internet Information
NOTES
What to Ask Your ISP (Internet Service Provider)
How do I find an ISP? Ask your friends and
family. Ask about their experiences – both negative and
positive – with their ISP.
When connecting to the Internet either through a
modem or a cable link, you should ask the provider the
following questions before you sign up!
! Cost per month and number of on-line hours?
! Are there special rates for seniors? Teachers?
Students?
! How many e-mail accounts do I get?
! What kind of delay is there during the peak
usage times (and what are your peak usage
times)?
There is more information available at:

www.laubach-on.ca
Click on Tilt
Click on Introduction to
Internet
Introduction
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the Web
Click on Choose ISP
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A Basic Internet Glossary
Internet Service
Provider

A company that offers the use
of its facilities to connect to the
Internet. Another name for ISP
is Access Provider.
The providers can be local or
national (for example, AOL).

Applications

Programs on your computer.
These perform functions such
as word processing,
spreadsheets.

Bandwidth

The difference between the
highest and lowest frequencies
of transmission. Think of this
as being similar to the
difference between a single
lane and a multi-lane highway.

NOTES

Bookmark/Favorites When you find a website you
like you can save the location
and return to it later.
FAQ

Frequently Asked Questions.
Often new users to the Internet
ask the same questions.
Websites will have an FAQ
page.

FTP

File Transfer Protocol. It lets
you access and download files
from the Internet.
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Internet Information
NOTES

Internet

A web of computers connected
together
Post Office Protocol (POP). When
you have an e-mail address, your
mail will be stored on the server
until you access it.

Mail Server

Punctuation marks that show your
mood. :-)
Visit the TILT section of the
Laubach Ontario website for more
examples of emoticons.

Smiley

Universal Resource Locator. The
address of a website that is
recognized universally.

URL

Web Browser

Software that you need to navigate
the Internet. Some examples are:
Microsoft Internet Explorer,
Netscape, HotJava.

As we go through the lessons, more Internet
definitions will be provided. The Laubach Ontario
website has a full glossary of Internet terms for you to
browse.

www.laubach-on.ca
Click on Tilt
Internet
Terms
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Click on Acronyms
Click on Glossary
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Chapter One
Chapter One Summary
! The Internet consists of millions of documents
! Documents are linked through hyperlinks or jump points
! HTML – HyperText Markup Language – formatting and programming
language
! Initially developed as a military communication system
! Rand Corporation and four universities were involved
! There are millions of users on-line worldwide
! To connect you need an Internet Service Provider and software
! Two ways of connecting are either through a phone line and modem or
a network card and cable
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Check Up!

1.

What is the Internet?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
2.

What is an Internet Service Provider?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
3.

What are two ways of connecting to the Internet?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
4.

What are FAQ’s?

____________________________________________________________
____________________________________________________________
____________________________________________________________
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Chapter Two
Getting
Connected!

Learning Outcomes
!

learning the parts of a web browser window

!

launching your web browser

!

navigating the toolbar

!

using the menus

!

using Universal Resource Locator

Chapter Contents
Web Browsers ....................................................................11
Parts of the Internet Screen..............................................12
Navigation Tools................................................................13
Hyperlinks .........................................................................15
Chapter Two Summary .....................................................21
Chapter Two Activities......................................................23
Check Up............................................................................26

Chapter Two
Web Browsers

NOTES

Web browsers are software programs that allow
you access to the Internet. Browsers are interactive
and allow ‘point and click’ methodology of viewing
documents on the Internet.
There are a variety of browsers available. The
most commons web browsers (which usually come
preloaded on your computer) are: Microsoft Internet
Explorer or Netscape Communicator.
Other browsers, which you could use when you
have more experience include HotJava or Opera.
Getting Connected:
To get connected to the Internet you need to
open your web browser. Two methods of connecting
are:
1.

Double click (or single click and press
<Enter> key) on the Internet icon on your
desktop. This will launch your Internet
browser.
OR

2.

Left click on Start button on the lower left
of your screen
Click on Programs
Click on your web browser
This will launch your Internet browser.
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Getting Connected
NOTES

Parts of the Web Browser Screen:
It is important to know the terminology and parts
of your browser’s window.
Title
Bar

Control
Icon

Menu
Bar

Tool
Bar

Minimize
Restore
Close
Icons

URL Text
Field

Action
Box

www.laubach-on.ca
Click on Tilt
Using
Windows
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Click on Basic Skills
Click on Using Windows
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Parts of the Internet Screen
Control Icon

NOTES

Clicking on this icon will
drop down the Control
Menu.
This lets you size, move and
close windows.

Minimize/Restore/ Clicking on these icons also
Close Icons
allows you to size and close
windows.

Title Bar

It is found at the top of the
window. It tells you what
the contents of the window
are and changes colour
when the window is active.

Menu Bar

A menu of choices you can
perform. Each item on the
bar has a drop-down menu
with your choices. You can
perform such actions as
saving, closing, printing,
etc.

Tool Bar

This is also a menu of
choices. The toolbar can be
text or icons, or both. The
buttons are usually
shortcuts to actions
performed often (for
example: printing, saving).
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Getting Connected

NOTES
URL Text Field

This field provides the
address (Universal Resource
Locator) of the website you
are currently visiting.

Action Box

This is an animated icon. It
lets you know that the
browser is doing something –
usually trying to connect to
the website. If there is no
animation – the browser is
not connecting.

Complete Activity 2 – 1
(located at the end of
this chapter)
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How To Navigate the Internet
One way to navigate the Internet is to type in
the address (URL) of the website you wish to visit.

URL
typed in
address
field of
web

The Universal Resource Locator
The URL is the web address for a website home
page. Once you type the URL into the URL Text field,
press the Enter key. Your browser will take you to
that site.
The Status Bar at the bottom of the screen will
indicate when the document is finished loading. Also,
the action box will show you that the action is
happening. The action box acts like the hourglass does
in other computer applications – it lets you know that
something is happening.
The next page tells you about typing in the URL
field.
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NOTES
When typing in the URL, please remember the
following:
! click in the URL text field – your cursor must
be flashing in this space.
! there are no spaces in the address – it is typed
as if it is one word
! most addresses begin with www
! the ‘dot’ in internet addresses is a period (.)
! sometimes URL’s are case sensitive. Case
sensitive means that you sometimes may have
to use capital letters.

Complete Activity 2 – 2
(located at the end of this
chapter)

Page16

Teaching Internet Literacy to Tutors

Chapter Two
Navigating the Tool Bar

Back and Forward
Buttons:

Stop Button:

Home Button:

As you navigate to different
sites, your browser keeps
track of where you have
been. The toolbar buttons
allow you to move backward
and forward between pages.
The buttons are disabled
when you first load your
browser because you have
not yet loaded any pages.
Clicking on this allows you to
stop the loading of pages or
documents.
You may want to do this if it
is taking too long, or if there
is no animation in the action
button.
This takes you back to the
home page of your web
browser.

Search Button:

This opens the search
function. You input
keywords outlining the topic
you wish to search for….the
search engine then searches
the WWW for anything
relating to your topic.

Favorites:

This is where you add URL’s
to your favorite sites….it
makes it easy to go back to
them as you do not have to
keep entering the URL in the
URL Text Field.

History:

This gives a history of where
you have surfed on the net
during this session.
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How to navigate a website:

Hyperlinks that
will take you to
other pages on this
website.

URL you typed
into this address
field

Please Note: Re Home
This icon, found in your tool bar,
takes you to the home page of your
Internet software.
This hyperlink, found on the web
page, takes you to the home page
of this website only.
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Hyperlinks:
When you are looking at a web page, move your
mouse around the page. When the mouse pointer
changes to a hand, you are on a hyperlink.
The hand will have the index finger pointing up
– as if to press a button.

This pointing hand symbol means that you
are on a hyperlink.

Hyperlinks, or jumping points, can take the following
forms:
! a button
TILT
! underlined words

Input
! a graphic

When your mouse pointer changes to a hand, you
know you are on a hyperlink or jump point.
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You are just one click away from going to a new
page of information.

Complete Activity 2 –3
located at the end of this
chapter
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Chapter Two Summary
! To Open your Internet window:
o double click on the Internet Icon on your desktop.
or
o click on the Start button (lower left), click on Programs,
click on your Internet browser name.
! To Close your Internet window:
o click on the Close Icon (#) in the right upper corner of your
screen
or
o click on the Control Icon in the left upper corner of your
screen, and click on Close
or
o click on File in your menu bar and click on Exit
! To go to a specific website, type the address in the address field (Universal
Resource Locator)
! Your mouse pointer changes to a hand with the index finger pointing (as if
to press a button) – this means you are on a hyperlink
! Hyperlinks can be buttons, graphics, or underlined words
! Use the Forward and Back buttons on your toolbar to move to pages and
sites you have visited (or ‘surfed’)
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ACTIVITY 2 – 1 – Identifying parts of the Internet Screen
1.

Open your web browser.
See Getting Connected -Page 11 for the ways to open your web
browser-

2.

Locate the following parts of the web browser window (Pages 12-13)
Control Icon
Minimize/Restore/Close Icon
Title Bar
Menu Bar
Tool Bar
URL Text Field
Action Box

3.

Close and reopen your window:
(a)

To close your Internet Window, click on File, click on Exit

(b)

To open your Internet Window, double click on the Internet Icon
on your desktop

(c)

To close your Internet Window, click on the Close Icon in the
right hand corner of your window.

(d)

Open your Internet Window by clicking on the Start button on
the lower left of your screen.

(e)

To Close your Internet Window, click on the Control Icon on the
left hand side of you window, click on Close.

Are there any other ways to open and close your Internet Window?
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ACTIVITY 2-2 – Typing in the URL Field
1.

If your web browser is not open, please launch it now.

2.

Click in the URL Text field.
Please note: your mouse icon will be a left facing arrow. That’s okay!
Click once – the address that is currently there will turn blue.
Perfect!

3.

Type in the following web site address:
http://www.laubach-on.ca
Check your typing…
press the <Enter> key
Is there any animation in the Action Box?

Teaching Internet Literacy to Tutors

Page

23

Getting Connected

ACTIVITY 2-3 – Locating and Using Hyperlinks
1.

If your web browser is not open, please launch it now.
Please enter the URL for the Laubach Ontario website

(
2.

http://www.laubach-on.ca)
Using the hyperlinks on the left hand side of the screen, please click on
the Councils button.
If you are over the hyperlink, your mouse pointer should be in the
shape of a hand with the index finger up (as if it is going to press the
button).

3.

On the left hand side of the new screen, there is a button called
Map of Ontario
Please click on it.

4.

Place your mouse pointer over the Southwestern section of the map.
What shape is your pointer? This means that you are on another type
of hyperlink.
Please click on this section of the map.

5.

Clicking on the button on the top of the screen, move to the Central
section of the map.

6.

Clicking on the button on the top of your screen, move to the Eastern
part of the map.

7.

Now, spend some time using your back and forward buttons on your
toolbar to go through Map of Ontario section of information.

6.

Click on the Home Button in your navigation toolbar to take you back
to where you started.
Now use the forward button – where did that take you?
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Check Up!

1.

What are the different ways of launching your Internet browser?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
2.

What are the different ways to close your Internet browser?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
3.

What steps do you take to type in an Internet address in the URL Text
Field?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
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4.

In what form can you find hyperlinks?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________

Teaching Internet Literacy to Tutors

Page 26

Chapter Three
Searching the ‘Net

The Learning Outcomes
!

learning about different search engines

!

conducting basic searches

!

conducting advanced searches

Chapter Contents
Search Engines.............................................................................29
Conducting Searches....................................................................32
Results Entries.............................................................................37
Other types/formats .....................................................................38
Advanced Searches.......................................................................40
Chapter Three Summary .............................................................43
Chapter Three Activities..............................................................45

Chapter Three
NOTES

Search Engines
A search engine is a program
that lets you do keyword
searches on the Internet.
The search engine program
searches the Internet using
the coordination of the
following components:
! a spider (or ‘crawler’) that goes to every page on
every web site that is searchable and reads it
! a program, somewhat like a catalogue, that creates
a large index from the pages that have been read
! a program on which you put your search request;
this program compares your request with entries in
its index and gives you the result.
MetaCrawlers
These are search engines
that search the search
engines! Metacrawlers send
the searches to several
search engines at the same
time. The results are then
collated.
On the following pages are some search engine
and metacrawler website addresses.
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Search Engine Addresses
AltaVista
www.altavista.com
AOL Search
search.aol.com
Ask Jeeves
www.askjeeves.com

Direct Hit
www.teoma.com
Google
www.google.com
HotBot
www.hotbot.com
Lycos
www.lycos.com
MSN Search
www.search.msn.com
Netscape
www.search.netscape.com
Yahoo
www.yahoo.ca
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MetaCrawler Website Addresses
DogPile
www.dogpile.com
Mamma
www.mamma.com
Metacrawler
www.metacrawler.com
Search
www.search.com
Vivisimo
www.vivisimo.com
QB Search
www.qbsearch.com

The next pages instruct you on how to do different types of searches on
the Internet.
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Searching the ‘Net

NOTES

Searches on the Internet
The Internet is huge! It can be hard to find
information you need. Search engines do a lot of the
work in looking through the Internet to find pages that
may be relevant to your search – they take the vast
Internet and bring it down to a manageable amount of
information.
The key to success in your search is to know
what information you want and to use specific search
terms or keywords.
Let’s look at the part of the search engine screen.

different
formats
of search
results

categories

URL address
box

search
criteria
text field

banner
advertising

When we want to search for information on the
Internet, we type our keywords or phrase in the search
criteria text field.
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Beginning your search

1.

NOTES

You must have your web browser open to begin
your search for information.

2.

In the URL field of your web browser, type the
address of the search engine you wish to use (see
pages 30-31 for search engine addresses).

3.

In the search criteria field, type in your
keywords or phrase and press <enter> or click on
the Search button.
Let’s search the Internet for literacy using

different search engines to see how comparable our
results are. At this point do not worry about capital
letters, etc. We will look at advanced searches later in
this chapter.
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NOTES

www.altavista.com
NOTES

number of relevant
web sites found!
1,014,460. Your
numbers may be
different.

search criteria
text field

Now, let’s look at the same search criteria –
literacy – using a different search engine and compare
the results between the two…
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www.google.com

NOTES

.

search criteria
text field

number of relevant web
sites found! 2,760,000.
Again, your numbers
may differ.

If you don’t see what you want in the first page,
use the links at the bottom to move to the second page
(and subsequent pages) of results.
Why did we get two different results in our
search for the same topic? One reason is the way each
search engine works – not all engines are created
equal.
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NOTES
AltaVista takes your search criteria – in this case
literacy – and ranks the results based on a set of factors
such as: if the word /phrase is found within the first few
words of the web page or the document contains the word
more than once. Therefore, the first few sites found are
likely to be relevant to your search.
Google only produces results that match all of your
search terms, either in the text of the page or in the text
of the links pointing to the page.
Google also analyzes the proximity of your search
terms within the page. Google prioritizes results
according to how closely your individual search terms
appear and favors results that have your search terms
near each other. Because of this, the result is much more
likely to be relevant to your query.
Let’s look at the contents of the results of our
search
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This is a typical entry from the results of an Internet
search.

NOTES

Laubach Literacy of Canada - Home Page
Laubach Literacy of Canada is a national non-profit, charitable
organization committed to ... March 1, 2002 Introducing LLC's New
President Laubach Literacy of Canada's Mission Statement: LLC is
a ...
www.laubach.ca/ • Related pages • Translate
More pages from www.laubach.ca

Laubach Literacy of Canada – Home Page
When you click on this link or jump point it will take
you to this web site.
Laubach Literacy of Canada is a national non-profit, charitable
organization committed to…
This is the text of the first few lines of the web site.
It gives you a bit of an indication as to the content of the site
and whether it is what you are searching for.
www.laubach.ca/
This gives you the actual URL. Often this is helpful
when you are looking for information from a specific
geographic area; in this case, ‘ca’ lets you know that the
website is located in Canada
Related pages
Clicking on this hyperlink will bring up a list of
similar pages for websites of literacy organizations in
Canada.
Translate
This link takes you to another program (often called
Babel Fish). It allows you to translate the text into your
own language. In this case the text is English; it can be
translated into a variety of languages such as French,
German, Italian, Korean, Spanish, etc.
More pages from www.laubach.ca
Clicking here will take you to pages that are linked to
the Laubach Literacy website – such as their bulletin board,
newsletters, contact us.
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NOTES

Other types/formats of search results

We can use the search term literacy to find
images, audio, video, directories and news items about
literacy
When you type literacy in the criteria search field
and click on the word Image this could be your result.

Your results are images or pictures relating to
literacy!
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Clicking on video could give you this results. (A

NOTES

video to run on your computer).

Complete Activity 3 – 1
located at the end of this
chapter.

www.laubach-on.ca
Click on Tilt
Click on Introduction to
Internet

the Web

Searches

Click on Internet Search
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Advanced Searches on The Internet
When you use a search engine on the Internet,
careful selection of your keywords assists you in finding
the information you require.
Often, you may get many, many web sites that
match your keywords. One way of narrowing your
results is to use Boolean Operators.
BOOLEAN

OPERATORS

retrieves records containing ALL terms in
the search

AND

e.g. literacy and computers
retrieves records containing ANY term in
the search

OR

e.g. literacy or computers
retrieves records EXCLUDING a term from
a search

NOT

e.g. literacy not computers

NEAR

retrieves records containing words in close
proximity to each other
e.g. Hillary near Clinton retrieves Hillary
Clinton and Hillary Rodham Clinton

If you cannot remember these terms when
searching, help is at hand. Most search engines have a
link title Advanced near the search criteria text field.
By clicking on this link a form will open up in which
you put the terms you wish to include and exclude.
Following is an example some advanced search forms:
Page 40
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AltaVista Advanced Search Form

NOTES

Google Advanced Search Form

Yahoo Advanced Search Form
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Complete Activity 3 – 2
located at the end of this
chapter

www.laubach-on.ca
Click on TILT
Advanced
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Click on Introduction to the Web

Internet

Click on Internet Search

Searches

Click on Google Exercise
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Chapter Three Summary
! A search engine searches the Internet for you using your keywords.
! To do basic Internet searches:
•

have your web browser open and go to your
favourite search engine (pages 30-31 for addresses)

•

type in your keywords in the search criteria text
field

•

choose the language in which you want your results
(i.e. English)

•

click on the Search button

•

click on the links for pages/results which interest
you

! To do advanced Internet Searches:
•

have your web browser open and go to your
favourite search engine

•

click on the Advanced hyperlink

•

type in your keywords in the search criteria text
field

•

choose whether you want all keywords or some
keywords or the exact phrase matched

•

click on the Search button

•

click on the links for pages/results which interest
you
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ACTIVITY 3 – 1 - Internet Search
1.

Open your web browser.

2.

In the URL address box, type the address for one of the search engines
found on pages 30-31.

3.

Locate the following elements of your search engine screen:
•

search criteria text box

•

any advertising or banners

•

categories

4.

Conduct searches using the term literacy. Use different search
engines to see how your results are the similar or different.

5.

Spend some time looking at the different web sites that were the result
of your search. Remember to use your back and forward keys to
navigate your searches and return to your search engine.

6.

Search using the same keyword – literacy – but use different formats
such as images, video, news for your search results.

You are now truly surfing the web – you have probably ended up very far a
field from where you started!
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ACTIVITY 3 – 2 - Advanced Internet Search
1.

Open your web browser.
Go to the Yahoo search website: www.yahoo.com

2.

Click on the link Advanced Search.

3.

In the search criteria field type

L
4.

aubach Literacy
Perform the following searches using the same keywords – Laubach
Literacy.
Note the difference in the results using the different search methods
and search areas.
No.

Select a Search Method

Select a Search Area

1

Matches on all words (AND)

All

2

Matches on all words (AND)

Yahoo! Categories

3

Matches on any words (OR)

All

4

Matches on any words (OR)

Yahoo! Categories

5

Matches on any words (OR)

Web Sites

6

An Exact Phrase Match

All

7

An Exact Phrase Match

Yahoo! Categories

8

An Exact Phrase Match

Web Site
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Check Up!

1.

Why is it important to choose your keywords carefully when searching
the Internet?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
2.

What is the benefit of conducting advanced searches?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
3.

When you click on the translate link in your result entry, what does this
link do for you?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
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4.

In what different formats can you get your search results? How do you
get these different formats?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
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Chapter Four
Saving Web
Information

Learning Outcomes
!

adding to your Favorites

!

printing web pages

!

saving text and images

!

saving text and images to other documents

!

downloading files and programs

Chapter Content
Adding to ‘Favorites’.................................................................... 49
Printing from the Web................................................................. 52
Saving Text and Images.............................................................. 55
Copying Into Other Documents .................................................. 58
Downloading ................................................................................ 61
Chapter Four Summary .............................................................. 63
Chapter Four Activities............................................................... 65
Check Up...................................................................................... 71

Chapter Four
NOTES

Adding to Your
‘Favorites’

If you find a website that has information you
want to return to time and time again, just add that
website to your ‘favorites’ folder. This means that you
do not have to type the address in the URL text field
each time you wish to access the website. (In Netscape
this folder is called ‘Bookmark’).
How to add a website to your ‘favorites’ folder
1.

Go to the web site that you want to add to your
Favorites list.

2.

Click on Favorites in the menu bar.
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NOTES

3.

On the Favorites menu, click on Add to
Favorites…

4.

In the Add Favorite dialogue box, type in a
name for the web page, if you want. In this case
it might be a good idea, as the default name
given is ‘home page’…type in a name that is
meaningful to you. (Click in the Name field and
delete the default name and type in your chosen
title.)

5.

Click on OK to the right side of the dialogue box
to successfully add this page to your list of
favorites.
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To Open Your Favorite Pages
To open one of your favorite pages, on the
Favorites menu, click the title of the website you want to
open.

By clicking on the title, this will take you right to
that website without having to type the URL!
As your list of favorite pages grows, you can
organize them by moving them into subfolders. If you are
unsure of how to organize folders, please review your
Windows tutorials or use the Help function for your web
browser.
Complete Activity 4 –1
located at the end of this chapter
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NOTES
Printing from
the Web

1.

Before you print from the web, you should
preview your web page, to see how it will look
when it is printed.
In your menu bar click on File and then click on
Print Preview

If you are happy with the way the page will look
when printed, then click on Print.
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2.

If you want only part of the text, rather than the

NOTES

whole page, then select the desired text by
clicking and dragging over it. The selected text
will turn white with a blue background.

3.

From the menu bar, click on File and choose
Print from the menu

Choose Selection – what you have selected (or
click and dragged over) will be all that is
printed.
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Please Note:
Depending upon the age and make of your
printer, you may find the print menu different than that
which is shown on the previous page. Most newer
printers have the option of printing the whole
document, a specific page range, the current page, or
the text selected.
If your printer does not have the function which
allows you to print the selection, you can copy and paste
your selection into another document. This is discussed
later in this chapter.

Complete activity 4 – 2
located at the end of this
chapter
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NOTES
Saving Text
and Images

1.

Go to the web page you wish to save.
On the menu bar, click on File and click on Save
As.

2.

If you have a folder you wish to save the page in,

open that folder. (Please review Windows tutorial if you
need a refresher on organizing/opening folders – either
on the Laubach Ontario website (TILT) or in your
Windows tutorial on your computer).

3.

In the File name box, type a name for the page
(if you do not like the default name given to the
page).
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4.

In the Save as type box, select a file type.

These different files types are:
Web Page Complete: saves all of the files
needed to display the page, including graphics
and frames. This type saves each file in its
original format. You can view the web page
offline, without adding the page to your favorites
list. This option only saves the current page
being viewed – not the pages linked to this page
(you are viewing offline).
Web Archive: this type saves a snapshot of the
current web page. This will only work if you have
Outlook Express 5 or later versions installed on
your computer. You can view the web page
offline, without adding the page to your favorites
list
Web Page, HTML only: This file type saves the
information on the web page but not the graphics,
sounds, etc.
Text only: this file type only saves the text from
the web page. It is usually saved in a straight
text format.
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5.

Click on the Save button at the right side of the

dialogue box.
NB: if you are doing research on a specific topic, it is
best to organize the web pages you have saved into
folders.
For example, if you are gathering math activities from
the Internet, create a folder titled “Math Activities” and
save the relevant web pages to that folder.
Organization and proper file and folder naming makes
it easier to find what you have saved.
If you are unsure of how to create folders and how to
organize folders, please review your Windows tutorial
which can be found in your Windows Help menu or on
the Laubach Ontario website under the TILT section.

Complete Activity 4 – 3
located at the end of this
chapter
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Copying and Pasting
into another Document

Previously we printed full web pages and we
printed selections from a web page. You may want to
combine text and images from different web pages into
one document. You can do this by copying text and/or
images from a web page and pasting them into a word
document.
Steps in Copying and Pasting
1.

Have both your Internet browser and your word
processing program open. If you see them both
on your task bar at the bottom of your screen,
then they are open

Internet
browser

2.

Word
processor

By clicking and dragging, select the text and/or
images you wish to copy. The text will turn white
with a blue background.
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3.

With your mouse pointer still over the selected
items, right click.

NOTES

A context menu will appear.
Left click on Copy.

4.

To activate your word processing program, click
on it in your task bar.

5.

In your word processing program, have your
cursor (or insertion point) flashing where you
wish the information to be placed.

6.

Right click in blank space to bring up the context
menu.
Click on Paste
The information you selected will now be pasted
into your word document.
Save the document.
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7.

You can repeat these steps a number of times to
copy and paste information into one word
document.

Complete Activity 4 – 4
located at the end of this
chapter
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Downloading

Nowadays it is easy to download software from
the Internet just by clicking on a link or a graphic. You
can download music, images, games, free software and
software updates.
For example, if you download a program called
“Real Audio” you can listen to live radio broadcasting
on your computer (provided you have a sound card and
speakers!).
The easiest way to download is to go to a website
that has categories of information for you to chose from
– www.download.com.
Please note: it is important that you have
anti-virus software on your computer before you begin
downloading programs from the Internet.
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www.laubach-on.ca
Click on Tilt
Click on Downloading
Downloading

Programs

Complete Activity 4 – 5
located at the end of this
chapter
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! To add a web site to your ‘Favorites’ folder:
#

go to the web site you wish to save

#

click on Favorites in your menu bar

#

click on Add to Favorites

#

click on New Folder if you wish to create a new folder to
save related sites

#

check the name that the site will be saved as – if needed,
change the name to one which is meaningful to you

#

click on OK

! Printing from the web:
#

for a full web page you should preview it by clicking on
File and clicking on Print Preview

#

if you want only part of the text or pictures, select the
desired text (by clicking and dragging over that text)>

#

click on File, click on Print, click on Selection, click on
OK

! Saving Text and Images
#

click on File, click on Save As

#

give the page a file name that relates to what you are
saving

#

in the Save as type box select a file type

#

click on Save
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! Copying and Pasting into another Document
#

have both your Internet and word processing programs
open

#

select the text and/or pictures you wish to copy

#

right click, click on Copy

#

in your word processing program, right click, click on
Paste

! Downloading plug-ins and files
o go to a web site which has download software (i.e. Microsoft,
download.com,)
o click on the downloading hyperlinks
o follow the instructions for your particular program or plug-in
being downloaded
o make note of the location in which it is being saved on your c:/
drive
o do not do this unless you have anti-virus software
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ACTIVITY 4 –1 – Adding to Favorites Folder
In this exercise you will save a web site to your Favorites folder.
1.

Open your web browser and go to the Laubach Ontario website.
www.laubach-on.ca

2.

Click on Favorites in the menu bar.

3.

Click on Add to Favorites.

4.

Click on New Folder button to the right side of the dialogue box.
Create a new folder titled Literacy and click on OK.
In the list of folders, the new one you created (Literacy) should now be
open.

5.

In the name box change the name from Home Page to
Laubach Literacy Ontario.
(remember – your cursor has to be flashing in the name box for the text
to be entered there.)

6.

Click on OK on the right hand side of the dialogue box.

7.

Return to your web browser’s home page.

8.

Click on Favorites in either your menu bar or your navigating bar and
click on Laubach Literacy Ontario to go to that website.
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ACTIVITY 4 – 2 – Printing from the Web
You are going to print from the web – both a web page and a selection from a
web page.
1.

Open your web browser.

2.

Go to the Laubach Literacy Ontario website using your Favorites
menu.

3.

Click on the Tilt button on the left side of the screen
Click on the Basic Skills button on the left side of the screen.
Click on the hyperlink Input.
Click on the Using a Mouse button on the left side of the screen.

4.

Click on File and then click on Print Preview
If you like the look of the three pages, then click on Print in the upper
left corner of the print preview screen.

5.

Once the pages have printed, close the Print Preview Screen

6.

Click and drag over the title and paragraph Using a Mouse

7.

Click on File, click on Print, and click on Selection
Click on OK at the bottom right of the dialogue box.
Only the text you selected should have been printed (not all three pages
this time!)

If possible, leave your web browser open at the Using a Mouse web page for
the next exercise.
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ACTIVITY 4-3 – Saving Web Pages
In this exercise you will save a web page to your computer.
1.

Open your web browser and follow steps 1 –3 inclusive from the
previous exercise (on page 66).

2.

Click on File and click on Save As.

3.

The default file name is Using a Mouse and this is suitable for this
file.

4.

In the Save as Type field choose Text File (*.txt)
Click on the Save button at the lower right side of the dialogue box.

5.

Open your word processing program
and open the Using a Mouse text file you have just saved.

6.

Print the document.
Compare this text document with the pages you printed in the last
exercise.
What are the differences?
What are the similarities?
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ACTIVITY 4 – 4 – Copying and Pasting
In this exercise you will copy and paste information from the Internet into a
word processing document.
1.

Open your web browser and open your word processing program.

2.

Follow steps 2 – 3 inclusive from the exercise on page 66.

3.

Select the text and images you wish to copy.
Right click with your mouse pointer over the selection
Left click on Copy

4.

Activate your word processing program by clicking on it in your task
bar.

5.

In a blank space in your word document, right click
Left click on Paste.

6.

The information you selected to copy should now be pasted into your
word document.
Save the document.

7.

Copy and paste more information from different web pages and
websites into the same word document.
Remember that the text and pictures will be pasted where the cursor
(insertion point) is flashing.
Be sure to save after each copy and paste.
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ACTIVITY 4 –5 - Downloading
In this exercise you will download a game from the Internet. If you do not
have anti-virus software, do NOT do this exercise.
1.

Open your web browser.

2.

Go to the website www.download.com

3.

Click on the hyperlink Games.
Click on the hyperlink Puzzles.

4.

Pick an interesting game from the list to download
Click on Download Now to the right of the entry.

5.

A dialogue box opens giving you some choices. You likely will want
to Save to your computer.

When the Save dialogue box opens, give the file a name that you will
recognize; in this case Word Worm would be a suitable name. Click on
Save.
6.

Once the file is downloaded and you click on open from the dialogue
box that comes up after downloading, the setup program will take you
through installation process. Enjoy the game!
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Check Up!

1.

What are the different ways of saving information from the Internet?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
2.

When saving a web page, which option does not save the pictures or
sounds?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
3.

What are the differences and similarities in the end products between
printing from the Internet and saving as text and then printing from a
word processing program?

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
4.

Why would you want to copy and paste into a word document rather
than printing from the Internet or saving the web page as text?
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___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
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Chapter Five
E-Mail

Learning Outcomes
!

learning about e-mail

!

creating, addressing and sending e-mail

!

replying to e-mail

!

adding attachments to e-mail

!

using an address book

!

organizing e-mail messages
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Chapter Five

NOTES
What is E-mail?

E-mail is electronic communication; e-mail
stands for electronic mail. Your e-mail can contain
text, graphics, files, and other types of attachments. To
use e-mail you require an e-mail program and a
connection to the receiver of your message through
your computer (usually an internet or intranet)
connection.
Within the face-to-face or telephone
Communication Cycle, there is an opportunity to gauge
your receiver’s mood, understanding of the message,
and hear tone and inflection. This is not available in email communication which is why there are often
misunderstandings and miscommunications. At times,
e-mail can be ‘sloppier’ than letters and ambiguous.
Therefore when composing e-mail messages, you need
to be very careful in your phrasing and choice of words.
Smileys or emoticons are an excellent way to put
emotional meaning to your words. You can review
these on our website in the TILT section under
Acronyms.
E-mail is an excellent way of staying in touch
with others around the world – the only cost is that of
your monthly ISP fee.
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NOTES
E-Mail Addresses

Since there are so many users on the Internet, email addresses usually follow a format that allows for
easy routing and identification.
Name addresses are divided into sections:
username@subdomain.hostname.first level
domain
as an example: brennansm2002ca@yahoo.ca
The username is the unique part of the address
that refers to the recipient or user of the e-mail account.
This is the person’s name. It can be John Smith or
jsmith or anything you like. In some cases, the provider
limits the user name to eight characters.
The second part of the address is the location of
the host server. In the above example the host server is
Yahoo.
The third part of the address is the first level
domain. In this case the ‘ca’ refers to Canada.
Some other first level domains are:
.edu

Educational Institution

.mil

Military

.gov

Government

.com

Commercial

.net

Network

.or
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E-Mail Software
Most web browsers have mailers built into them.
Most e-mail programs allow you to send, receive, and

NOTES

forward mail. They also allow you to send
attachments, create mailing lists, and add your own
signature as well as other features.
If you do not have an e-mail account you can get
one free through Hotmail! Hotmail is found on the
Microsoft web site at: www.home.microsoft.com
Another free e-mail account can be found at
www.yahoo.ca. In this manual the examples will be
Yahoo and Microsoft Outlook. On-line at the Laubach
Literacy Ontario website the examples will use
Hotmail and Outlook. As you will quickly learn,
though the mailers may look different, there are lots of
similarities – when you can perform a task in one
mailer, you will be able to transfer that learning to a
different mailer. So – don’t worry if your e-mail
software is not one of the examples – you will be okay!
Setting up an E-Mail account
To set up an e-mail account you will need to
decide upon your username and what your password
will be. In some cases you are limited to the length of
your username or your password. The location and
first level domain of your e-mail address will be that of
the e-mail service provider’s server.
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NOTES

www.laubach-on.ca
Click on Tilt
E-Mail

Click on E-Mail Tips
Click on Software Selection

To set up an e-mail account using Yahoo, please
complete the following activity. It will lead you
through the steps necessary to set up an e-mail
account.

Complete Activity 5 – 1
located at the end of this
chapter
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Creating a Message

Once you have logged
into your Yahoo e-mail
account, you have menu
choices on the left side of
your screen.
These choices allow
you to read your mail,
create new messages and
organize your e-mail.

In Outlook Express, you can do
the same tasks using either the menu
bar or the toolbar.
Once you have chosen to compose or create a
message, you will enter the following information:
To:

type the e-mail address of the main person to

receive the message
Cc:

type the e-mail addresses of anyone you want to

send a copy of the message.
Bcc: type the e-mail address of anyone you want to
send a blind copy of the message.
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NOTES

Yahoo
Message

MS Outlook
Message

Subject: you should always fill in this line so that the
receiver knows what the message is about – this is good
e-mail etiquette. Often viruses are sent through e-mail
and if the receiver does not recognize your name and
there is no message line, (s)he could delete the message
without reading it.
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Entering Message
Text

If the message is a long one, you can create it
offline so that you do not use valuable online time.
When you are ready to send your message, connect to
your ISP.
Simply type the message in the message area.
Some e-mail programs do not have spell check features.
You can create the long message in a word processing
program, use the editing features, then copy and paste
the message into your e-mail message text area.
Before sending your message, read it for errors
in spelling and punctuation. As well, check that your
meaning and intent is clear so that there is no
misunderstanding or miscommunication.
Often people will use acronyms in their
messages – do not do this unless you know that the
reader of your message is familiar with these E-mail
acronyms.
Another way of showing your intent (for
example, a statement is meant to be humorous – not
serious) is to use emoticons or smileys.
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www.laubach-on.ca
Click on Tilt
Click on Acronyms
Read the information
E-Mail

Click on Up
Click on Email tips
Click on Emphasis
Read the information
Click on Up
Click on Netiquette

Delivering the e-mail

In most e-mail programs you will have a toolbar
icon that will send the message. Click on that button.
If the message is in the Outbox, it will still need to be
sent. If it is in the Sent box, it will have gone to the
mail server.
Often, you cannot recall (or unsend) a message
once it has been sent! Please check your message
carefully before you send it!
www.laubach-on.ca
Click on Tilt
Click on E-Mail Tips
E-Mail

Page 80

Click on Sending E-Mail

Teaching Internet Literacy to Tutors

Chapter Five
NOTES
Complete Activity 5-2
located at the end of this
chapter
Checking and Reading your mail
Messages are sent to your mailbox at the ISP
location. You will then have to check the server for
your messages. Incoming messages are kept in the
Inbox. To read a message, highlight it (by clicking on
it) and the contents of the message will be displayed.
Yahoo e-mail
MS Outlook e-mail

Replying to a Message:
Yahoo
MS
Outlook
Express

!
!
!

Reply to sender
Reply to all
Forward

Once you have finished reading the message an
option is to reply. Usually when you answer a
message, the sender’s original message is included with
your response. Simply choose the reply option for your
software and add your message to the message text
area.
Teaching Internet Literacy to Tutors
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NOTES

Attaching Files to a Message
You can attach documents to your e-mail
message. The recipient must have compatible software
to read or edit the attachments. They cannot be viewed
or edited in the e-mail program.
When you send an attachment please tell the
recipient the name, version and format of the file.
Use the attach feature of your e-mail program.
Find your file and select it. Choose the OK button in
the attach dialogue box and then send the message.

In Yahoo you will find the add attachment link at
the bottom of your message box when creating e-mail.
Click on the link Add/Delete Attachment.
This will open a dialogue box which will take you
through the steps.
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Once you have clicked on the Add/Delete Attachment

NOTES

link, the following dialogue box will open. It takes you
through the steps of attaching a file.

This box will indicate
that files have been
attached successfully.

Browse allows you to find the file you wish to attach.
Attach File will attach the file to your message. In
Yahoo you can attach up to three files per message.
Done completes the process and now you can send your
message.
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NOTES

When you click on Browse, it will take you to
your files on your c:/drive.
Once you select the file you wish to attach, click
on Open in the lower right corner.
When looking at files in your Inbox, the files with
attachments will have a paperclip icon beside the file
size.
Complete Activity 5 – 3
located at the end of this chapter

www.laubach-on.ca
Click on Tilt
E-Mail

Click on E-Mail Tips
Click on Attachments
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Reading Attached Files

NOTES

In your Yahoo Inbox, messages with files
attached will have a paper clip icon beside them. When
you put your mouse pointer on that icon, it changes to
indicate a hyperlink. When you click on that paperclip,
the following dialogue box appears:

There are three choices:
•

to scan the file,

•

to save the file

•

to download the file.

It is prudent to scan files before downloading and
opening them. By scanning the files, you can detect
any viruses before you open the files and infect your
computer or unknowingly send the virus on to others.
www.laubach-on.ca
Click on Tilt
Click on E-Mail Tips
E-Mail

Click on Attachments
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Organizing Your Messages
If you receive and send a lot of messages, it is
good policy to clean out your inbox and sent folders
periodically. Deleted messages go to a trash or delete
folder from which they can be retrieved. Once you have
deleted them from the trash/delete folder, they are
permanently gone.

In the above example, you can see that the sent
folder is empty, all sent messages have been deleted.
The Trash folder has three messages which can be
retrieved if needed. Once you click on Empty the files
are deleted from your e-mail account permanently.
In Yahoo it is easy to delete a message and send
it to the Trash folder.
Open your Inbox so that you can view your list of
received messages. To the left of the Sender column
you will see a series of check boxes.
On the next page you will find an example of the
check boxes.
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When you click in this box a

NOTES

check mark (#) will appear.
Click in the boxes beside
the messages you wish to delete
from your Inbox.
Click on Delete at the top
of the column. Your messages will
then disappear from your inbox
and will be in your Trash folder.
Go through the same
process in your Trash folder to
permanently delete your
messages.
In the above graphic, the left facing arrow next
to the check box is an indication that a reply has been
sent in response to this message.
You can organize your messages by creating
folders in your inbox and sent box. You can move
related messages to these folders. For example, you
could have a folder titled Literacy –– you could move all
messages relating to literacy to this folder.
The next page outlines the steps of moving a
message to a newly created folder.
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To move a message to the newly created folder,
complete the following steps:
1. Open the folder which contains the message
(probably your Inbox)
2. Place a check in the box to the left of the message
you would like to transfer. To transfer more than
one message, just check the box to the left of each
message. (This is the same check box you used to
delete messages).
3. Click the Choose Folder drop-down list, located
both above and below the list of messages. (Note:
The drop-down list will only be available if you
have created one or more personal folders.)

4. Select the destination folder from the drop-down
list.
5. Click the Move button. The message will be
transferred at once.

Complete Activity 5 –4
located at the end of this chapter
.
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Chapter Five Summary
$ E-mail accounts can be set up free through Yahoo or Hotmail
$ Your web browser software usually comes with a mailer program
$ choose your username and password carefully – not so obvious that
everyone can access your e-mail.
$ To send a message:
o click on compose or create a message
o Fill out the following fields:
%

To

%

Subject

o You can also fill out the fields cc and bcc if applicable
o Type your message in the message box – check for spelling,
grammar
o use correct Netiquette
o Click on Send
$ To read a message:
o Open up your Inbox
o Double click on the message to fully open it.
$ To reply to a message:
o At the top of the incoming message click on the Reply button
o Type your reply in the message box. Often the received message
will be included in your reply
o Click on Send

Teaching Internet Literacy to Tutors

Page

89

E-Mail

$ To attach a file to your message:
o Click on the Add/Delete Attachment link at the bottom of the
message you are creating (in Yahoo). In MS Office, click on the
paperclip icon
o Follow the three steps:
•

Browse to find your file and open it

•

Attach your file

•

Click on Done when you have finished attaching
your file

%

Click on Send

%

In your Sent folder you can check which messages have
attachments – they will have the paperclip icon beside
them

$ To read an attachment:
%

Open the message in your Inbox which has the attachment

%

Double click on the paperclip icon.

%

For safety’s sake always scan your attachments with your
anti-virus software

%

After you have read the attachment you can save it in My
Documents through the usual steps (File & Save as)

$ To Organize your Files:
%

Periodically clean out your Inbox, Sent, and Trash Folders
by deleting your messages

%

Organize your incoming and outgoing messages by placing
ones on a similar topic in a personal folder that you have
created.
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ACTIVITY 5 –1 – Creating an E-Mail Account
In this activity you will create an e-mail account using Yahoo.ca. This
will be an account you can access from any on-line computer anywhere in the
world.
Please have paper and pencil handy as you will need to write down your
username and password (don’t trust your memory!).
1.

Open your Internet browser

and
go to www.yahoo.ca
2.

Click on the Mail icon at the top of the Yahoo screen
Click on the link Sign Up Now

3.
I
4..

Read the Terms of Service – and if you agree, click on the
Accept button
Fill in the information on the next screen

This is where you need your paper and pencil to remember your ID and
your password! When you type in your password all you will see in the
text box are asterisks. This is why you are asked to re-type it.
Teaching Internet Literacy to Tutors
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Capitalization does matter….so type your password exactly as you want
to use it each time.
5.

The next part of the screen is where you designate what hint you would
like in case your forget your password. There is a series of suggestions
such as what is your pet’s name.

6.

This next part of the screen allows you to customize and chose any
offers you may wish to receive. This is one way that Yahoo pays for the
service – through advertising.
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7.

At the bottom of this screen there will be a fuzzy word, or a word in
colour sitting on a background. This prevents automated registrations
– in other words, it prevents a computer program from automatically
creating e-mail accounts as a human will be needed to read the image.

8.

Click on the button Submit this form
At this point the next screen will let you know whether your ID is
acceptable, or is already in use by someone else. Alternate suggestions
will be made – remember to write down your username!
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ACTIVITY 5 –2 – Creating and Sending an E-mail Message
In this activity you will open your e-mail account and compose or create a
message and send it.
1.

Open your Internet browser and open your e-mail account.

2.

Select compose or create a message.

3.

In the To: field type either
literacy@laubach-on.ca
or
brennansm2002ca@yahoo.ca

4.

In the subject box type the following:
TILT Manual

5.

In the message section enter your message….this can be anything you
want. This is an excellent place for you to give us feedback.

6.

After carefully checking your message, click on Send

NB

I check my e-mail daily – if you send a message to me, I will reply –
that will be an indication to you that the message was successfully sent
and received!
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ACTIVITY 5 –3– Attaching a File to an E-Mail Message
1.

Create a simple word processing message and save as
E-Mail Attachment Exercise in My Documents.
Close your word processing program.

2.

Open your Internet browser and open your e-mail account.

3.

Fill in the following fields:
To:

brennansm2002ca@yahoo.ca

Subject:

Attachment Activity

Message Box: Please read the attached file.
4.

Click on Add/Delete Attachment at the bottom of the message box.

5.

Go through the three steps of adding an attachment:
Browse: remember where you saved this file and what you called
it.
Attach File: click on this button
Done:

6.

Now Send the file.
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ACTIVITY 5 –4 – Creating Folders in your E-Mail Account
1.

Open your Internet Browser and open your e-mail account.

2.

Click on Folders

3.

In the Folder Name field type Literacy

4.

Click on the button Create Folder.

5.

Click on Folders on the left of your window – you will now see that you
have a new folder title Literacy.

6.

Move a message from your Inbox to your new folder.
Click on Folders
Click on Inbox
Place a check in the box to the left of the messages you wish to move
From the drop-down box, choose the folder titled Literacy
Click on the Move button.

7.

Open your Literacy folder to see that the messages have been
transferred.
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Check Up!

1.

What is e-mail

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
2.

What are ways that you can convey your meaning and intent in a
written message?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
3.

What does it mean if you type your message in ALL CAPS? What are
some other Netiquette ‘rules’ you should use?

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
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Conclusion
Final Project
Try this final project as a test of your Internet skills. It involves
research, copying and pasting, saving and e-mailing your research as an
attachment.
You have a friend who would like some low fat recipes, especially ones
involving chocolate and, if possible, pecans or macadamia nuts. Your friend is
not the handiest person in the kitchen, so the recipe would have to be fairly
simple – no fancy tools or equipment.
Search the Internet for a couple of recipes that fit the bill. Copy the
instructions (and any pictures) into a word processing document. Provide the
website address from which you copied the recipe – your friend may want to
visit it for more suggestions. And, if you have found some other interesting
websites, include those as well.
Once you have saved the document, e-mail it as an attachment. Who is
your friend? Why, me! Of course!
My e-mail address is:
brennansm2002ca@yahoo.ca
Once we receive your e-mail, we’ll reward you with a Certificate of
Completion!

Congratulations!
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Conclusion
Now that you have completed the learning and activities in this
manual, you have gained basic Internet skills. This is just the beginning of a
wonderful journey.
Scout out your local library or bookstores for books that will give you
more advanced information on using the Internet – newsgroups, chat rooms,
banking on-line, stock market quotes – the list goes on!
More advanced books will also give you information on such topics as
clearing out your temporary Internet files and other maintenance activities to
keep your computer running well.
I hope that this is a valuable tool for you as a tutor in unearthing new
materials to use with your student and to discover the wider world with your
student. Above all, enjoy the possibilities!
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Answers to Check Ups
Chapter One Check Up
1.

What is the Internet?
millions of documents
network of computers
started as a defence and educational tool

2.

What is an Internet Service Provider?
company that offers the use of its facilities to connect to the web
also know as an Access Provider
can be local or national
provides software and e-mail addresses

3.

What are the ways of connecting to the Internet?
modem and phone line
cable and network card
in both cases you require web browser software

4.

What are FAQ’s?
frequently asked questions
new users often ask the same questions – websites will develop a page
of FAQ’s for easy access
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Answers to Check Ups
Chapter Two Check Up
1.

What are the different ways of launching your Internet
browser?
double click on the Internet icon on your desktop
single click and press <enter> key
use the start menu

2.

What are the different ways to close your Internet browser?
click on file and click on close
click on the close icon on the right hand side of the screen
click on the control icon and click on close

3.

What steps do you take to type an Internet address in the URL
text field?
click in the field with your cursor – it should be flashing
delete the address that is currently in the field
type in the new address – checking your spelling carefully
press <enter>

4.

In what forms can you find hyperlinks?
button
underlined words
graphic
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Chapter Three Check Up
1.

Why is it important to choose your keywords carefully when
searching the Internet?
to minimize the number of results you get
to narrow down the results to those that fit your criteria

2.

What is the benefit of conducting advanced searches?
you can create customize searches
you can exclude or add keyword combinations

3.

when you click on the translate link in your result entry, what
does this link do for you?
takes you to a translation program (Babel Fish is a popular one)
allows you to translate your result into another language

4.

In what different formats can you get your search results? How
do you get these different formats?
the formats are; web, image, audio, video, directory and news
you get these formats by typing in your search criteria and then
clicking on the desired format tab (for example, clicking on image)
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Answers to Check Ups
Chapter Four Check Up
1.

What are the different ways of saving information from the
Internet?
printing
saving to your favorites
copying and pasting into another document
saving to your hard disk or to another storage device (floppy, CD, zip
disk)

2.

When saving a web page, which option does not save the
pictures or the sounds?
Web page, HTML only
Text only

3.

What are the differences and similarities in the end products
between printing from the Internet and saving as text and then
printing from a word processing program.
You get the same text information
You do not get pictures, sounds, graphics
The layout will be changed

4.

Why would you want to copy and paste into a word document
rather than printing from the Internet or saving the web page
as text.
you may have related information and pictures from different web sites
you can copy and paste the information/pictures/graphics into one word
document
you may only want part of the information from each of the web sites –
not all the information
allows you to copy and paste relevant information only
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Answers to Check Ups
Chapter Five Check Up
1.

What is e-mail?
electronic communication
can send text, graphics, files and attachments to others
a mailer program is required
an e-mail address is required

2.

What are ways you can convey your meaning and intent in a
written message.
careful wording
smileys
emotions

3.

What does it mean if you type your message in ALL CAPS?
What are some other Netiquette ‘rules’ you should use?
All caps means you are shouting
don’t use short forms (acronyms) if your receiver does not know them
write clearly
always put something in the subject line
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DISCLAIMER
Neither the publisher nor the writers or researchers warrant the completeness,
timeliness, nor accuracy of any of the information contained in this manual and in
no event shall the publisher, writer, researchers or anyone else participating in
the preparation of this manual be liable for damages of any kind related to the
use or misuse of information provided hereby.
TILT: Teaching Internet Literacy to Tutors is intended as a reference guide and
may be photocopied by literacy practitioners, tutors and students. If materials
from the manual are copied, LLO would appreciate being acknowledged as the
source of the information. The contents of this manual are not intended to be
copied for commercial purposes.
This manual is intended to be a compilation of information that literacy tutors can
use to learn the Internet. The author has drawn from many sources to produce
the manual and has made a sincere attempt to give credit for any work that is not
our own.
Any contacts and websites listed in the manual were current at the time of
publication. We apologize for any inconvenience caused by changes that may
have occurred since that time.

