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It's no secret that more and more the internet is becoming an integral part of 
our everyday lives. But if you are new to the online experience, it may be a bit 
overwhelming. You may be wondering, "What exactly is the internet, and 
how does it work?"

In this lesson, we will give a brief overview of the internet, and we will talk 
about some fundamental concepts such as networks, servers, and clients.

The Internet Today
Page 2

In the early days, most people just used the internet to search for information. Today's internet is a constantly 
evolving tool, that not only contains an amazing variety of information, but also provides new ways of 
accessing, interacting and connecting with people and content. As a result, new terms are constantly 
appearing as new technologies are introduced.

!$>■ Click the buttons in the interactive below to learn about a few common terms that you might encounter 
online.
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What is the Internet?
The internet is the largest computer network in the world, connecting millions of computers. A network is a 
group of two or more computer systems linked together.

There are two main types of computer networks:
v  Local Area Network (LAN): A LAN is two or more connected computers sharing certain resources in a 

relatively small geographic location, often in the same building. Examples include home networks and office 
networks.
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You may have heard someone say something like "The server is 
down" or "We're having problems with the e-mail server." A 
server is a computer that "serves" many different computers in a 
network by running specialized software and storing 
information. For example, web pages are stored on servers.

When you access a web page, your computer is acting as a 
client. A client runs familiar software such as web browsers or 
email software, and it communicates with the server to get the 
information it requires.

In order for your browser to display a web page, it requests the 
data from the server where the page is stored. The server 
processes the request, then sends the data to your browser, 
where it is displayed.

In peer-to-peer (P2P) networks, each computer acts as both a server and a client. Examples of P2P software 
include Skype and BitTorrent.

Page 5

The World Wide Web (WWW)
When most people think of the internet, the first thing they think about is the World Wide W eb . Nowadays, the 
terms "internet" and "World Wide Web" are often used interchangeably— but they're actually not the same thing.

v  The internet is the physical network of computers all over the world.

v  The World Wide Web is a virtual network of web sites connected by hyperlinks (or "links"). Web sites 
are stored on servers on the internet, so the World Wide Web is a part of the internet.

HTML
The backbone of the World Wide Web is made of HTML files , which are specially-formatted documents that can 
contain links, as well as images and other media. All web browsers can read HTML files. In addition to HTML, 
it's also very common for websites to use technologies like CSS (Cascading Style Sheets) and JavaScript to 
do more advanced things.
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A server with multiple clients
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HTML code

URL
To get to a web page, you can type the URL (Uniform Resource Locator) in a browser. The URL, also known 
as the web address , tells the browser exactly where to find the page. However, most of the time, people get to a 
web page by following a link from a different page or by searching for the page with a search engine.

blQg.gcf1earnfree.org/2 0 1 2 /0 1 /2 3 /m o b ile -d ev ic e -sa fe ty -fo r-k id s /

An example of a URL

The World Wide Web was created in 1989 by Tim Berners-Lee, a software engineer. Before then, computers 
could communicate over the internet, but there were no web pages.

Did you know?
The foundation of the internet began in 1969, when the 
US Department of Defense created ARPAnet, a project 
to allow military personnel to communicate with each 
other in an emergency.

v  By 2012, the number of internet users worldwide reached 
2.4 billion— about one third of the world's population.

v  To store all of the information on the internet, you would 
need over 1 billion DVDs or 200 million Blu-ray discs.
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Intelligent Personal Assistants
If you're using a mobile device, there are some situations 
where it's not convenient to type a search into a search 
engine. Instead, you can simply talk to your device's 
intelligent personal assistant. One example is Siri, which 
comes pre-installed on the iPhone 4S and the iPhone 5.

With Siri, you can ask a question like "What's the weather 
today?” or "Are there any Thai restaurants nearby?” Siri Askmg Sm a question
will then try to give you an answer. You can also use Siri to do 
other things on your device such as setting up reminders. For 
example, you could say, "Remind me to go to the dentist on Thursday."

^ 5 ^  For more information, you can go to Apple's Learn more about Siri page.
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Using the Internet to Communicate
The internet isn't just about finding information. It's also about connecting with friends, family, and people you've 
never met before. Today, there are many different ways to communicate online, including social networking, 
chat, VoIP , and blogging.

Social Networking
Social networking has become one of the main ways 
people keep in touch. Below are a few of the most 
popular social networking sites:

v  Facebook is used by about one billion 
people. If you have family or friends that live far 
away, you can use Facebook to keep up with 
their lives. You can also share things you've 
found online that interest you.

v  Twitter lets you share brief messages (or 
"tweets") with the entire world, or with just your 
circle of friends. By following people with similar 
interests, you can discover new things that you 
wouldn't have found otherwise.

v  LinkedIn is a site that you can use for 
business networking. It allows you to connect 
with other people in your field and find out about 
new job opportunities.
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Chat and Instant Messaging
Chat and instant messaging programs allow you to have conversations with your friends or just write them a 
quick note. Two examples are Yahoo! Messenger and Microsoft Messenger. Some sites, such as Gmail and 
Facebook , allow you to chat within your browser.
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A conversation using Gmail's built-in chat

VoIP
VoIP (Voice over Internet Protocol), allows you to have telephone service through your internet connection. 
Some services also let you do video conferencing, such as Skype and Facebook Video Calling. Many of 
these services are free or very inexpensive, and some people use them as a replacement for a landline, or just to 
save minutes on their mobile phones.

Using a video conferencing program

Blogs
Today, the average user has the ability to shape the web by adding to it. If you have knowledge or interests that 
you're passionate about, you can create your own blog and share your thoughts with the world.

There are many sites like blogger.com and wordpress.com that let you create a blog for free. You don't need any 
web design experience— most of the technical stuff has already been created for you, and you can choose a pre
designed template that has the look and feel that you want.
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An example of a blog

To learn more about communicating online, check out our Beyond Email tutorial.

Page 4

Media on the Internet
TV, radio, and the internet used to be completely separate things, but that's no longer true with today's 
technology. You can now watch TV shows on your computer, and you can connect to the internet on many TVs 
and DVD/Blu-ray players. In addition, you can listen to online radio from all over the world, thus granting you 
greater access to a more diverse range of media.

iTunes radio

Streaming Media
TV and radio on the internet are examples of streaming media, which means the media downloads while it's
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playing so you don't have to wait for it to download first.

Not all media is streaming. If you've ever bought music on the iTunes store, you probably had to wait for it to 
download before you could listen to it.

Media Players and Embedded Media
Media is often embedded in a web page, which means that it plays within the web browser. Other times, you'll 
use a separate program called a media player to play it. Examples include Windows Media Player and 
iTunes. An iPod contains built-in media player software that can play various types of files.

Windows Media Player

Online Media on Your TV
You can now access online TV shows, movies, and music on your TV. Many newer TVs are able to connect to an 
existing internet connection. If yours doesn't have this feature built-in, you can buy a separate digital media 
receiver, which is a small device that connects to your TV. Apple TV and Roku are two examples of digital 
media receivers. Many game consoles, such as the Xbox 360 and PlayStation 3, can also be used to access 
online content.
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Browsing movies with Apple TV

Page 5

Using the Internet in the Future
The internet is a lways changing, and the ways in which we access it will also continue to change. Current 
trends will become more common and integrated into our everyday lives. In addition, we'll see many technologies 
and devices in the future that will allow us to use the internet in new  and exciting  ways.
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Connecting to the Internet
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So you're interested in getting an internet connection in your home, or maybe 
you'd just like to upgrade to a faster service. There are a lot of factors to 
consider, such as how much speed you need and where you live.

In this lesson, we'll talk about bandwidth, different types of internet service, 
wireless internet (Wi-Fi), home networking, and mobile phone internet 
access.

How Do I Connect to the Internet?
Once you've set up your computer, you'll probably want to get 
internet access so that you can send and receive email, browse 
the web, watch movies, and more. Before you can access the 
internet, there are three things that you need: internet service, a 
modem , and a web browser.

Watch the video to learn about connecting to the internet.

Watch the video (3:38). Need help?

Page 2

Choosing an Internet Service

Which Service is Best for Me?
It all depends on where you live and how much speed you need. Internet Service Providers usually offer 
different levels of speed based on your needs. If you're mainly using the internet for e-mail and social 
networking, a slower connection might be all you need, but if you want to download a lot of music or watch 
streaming movies, you'll want a faster connection. You'll need to do some research to find out what the options 
are in your area.
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Types of Internet Service
Review the following interactive to see a few of the more well-known types of internet service.

Choosing an Internet Service Provider
Once you have decided which type of internet access you are interested in, you can determine which ISPs are 
available in your area that offer the type of internet access you want. Then, you will need to purchase internet 
service from one of the available ISPs. Talk to friends, family members, and neighbors to see what ISP they use. 
Below are some things to consider as you research ISPs:

• Speed

• Price

• Ease of Installation
• Service Record

• Technical Support

• Contract Terms
Although dial-up has traditionally been the cheapest option, many ISPs have raised dial-up prices to be the 
same as broadband. This is intended to encourage people to switch over to broadband. Generally, you should 
only use dial-up if it's the only option available.

Page 3

Hardware Needed

Modem
Once you have your computer, you really don't need much additional hardware 
to connect to the internet. The primary piece of hardware you need is a 
modem.

The type of internet access you choose will determine what type of modem you 
need. Dial-up access uses a telephone modem, DSL service uses a DSL 
modem, cable access uses a cable modem, and satellite service uses a 
satellite adapter. Your ISP may give you a modem (often for a fee) when you 
sign a contract with them, which helps to ensure that you have the right kind of 
modem. However, if you would prefer to shop for a better or cheaper modem, 
then you can choose to buy one separately.

A DSL modem

©1998-2013 Goodwill Community Foundation, Inc. All rights reserved.
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Router
A router is a hardware device that allows you to connect several 
computers and other devices to a single internet connection, which is 
known as a home network. Many routers are wireless, allowing you to 
easily create a wireless network.

You don't necessarily need to buy a router to connect to the internet. 
It's possible to connect your computer directly to your modem using an 
Ethernet cable. Also, many modems now include a built-in router, so 
you have the option of creating a network without having to buy more 
hardware.

Most routers also act as a hardware firewall, which helps prevent 
people from gaining access to your computer through the internet.

A wireless router

Network Card

A network card

A network card is a piece of hardware that allows computers to 
communicate over a computer network. Most newer computers have a 
network card built into the motherboard, so it probably is not something 
you will need to purchase. The network card will either have an 
Ethernet port, a wireless connection, or both.

If you have a laptop with a wireless connection, you can access the 
internet at any place that offers a Wi-Fi connection. Many restaurants, 
coffee shops, bookstores, hotels and other businesses offer free 
Wi-Fi. In addition, many cities provide free Wi-Fi in public areas such 
as parks and downtown areas.

Page 4

Web Browsers
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A web browser is the tool that you use to access the 
World Wide W eb . The browser's main job is to 
display web pages. It also lets you create 
Bookmarks (sometimes called Favorites) for sites 
you like, so that you can easily find them again later.

The World Wide Web is a virtual network of web 
sites connected by hyperlinks (or "links"). Web 
sites are stored on servers on the internet, so the 
World Wide Web is a part of the internet.

Your computer probably came with a browser pre
installed. PCs come with Internet Explorer, and Macs 
come with Safari. If you prefer to use a different 
browser, you can download Firefox, Google Chrome, 
or Opera. All of these browsers are free.

Internet Explorer

Page 5

Setting Up Your Internet Connection
Once you have chosen an ISP and purchased the appropriate modem , you can use the instructions provided by 
your ISP (or included with the modem) to set up your internet connection. Depending on what type of service you 
have, your ISP may need to send a technician to your house in order to turn the connection on.

After you have everything set up, you can open your web browser and begin using the internet. If you have any 
problems with your internet connection, you can call your ISP's tech support number.

Opening Internet Explorer

Page 6

Internet on Mobile Devices
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With tablet computers and mobile phones, it's possible to have full internet access, 
allowing you to check your e-mail and browse the Web away from home. To do 
this, you'll need a data plan, which adds an additional monthly fee to your mobile 
phone bill. Data plans are also available for laptops and e-readers such as the 
Kindle.

Just like regular cell phone service, it's important to choose a provider that has good 
coverage in your area . You may want to ask your friends, family, or coworkers 
which provider they use.

With some devices, such as the iPad, you can choose not to buy a data plan, and 
you'll still be able to access the internet whenever you are connected to a Wi-Fi 
network. If you set up a home wireless network, your device can automatically 
connect to it whenever you're at home. Also, many restaurants, libraries, and 
downtown areas offer free Wi-Fi.

Mobile data plans are often referred to as 3G , which means it's the third generation of wireless standards. 
Many companies now provide 4G (fourth generation) data services, which allow you to have broadband 
speeds on your mobile device.

Page 7

Home Networking
If you have multiple computers at home and want to use all of them to access the internet, you'll probably want to 
create a home network. In a home network, all of your devices connect to your router, which is connected to the 
modem . That means everyone in your family can use the internet at the same time, and you don't have to 
purchase a separate internet service for each computer.

How is a Home Network Used?
Each computer on a network doesn't just connect to the 
internet - it also connects to the other computers and 
devices on the network. That means you can easily share 
files with other computers. Some programs even let you 
stream music and movies from one computer to another. 
One example of this is the Home Sharing feature in iTunes. 
These types of features are easy to set up, but it's up to you 
whether you want to use them.

Using multiple computers on a home network

Using mobile internet
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Home networks aren't just for families! Even if you live alone, you may have multiple devices that can connect to a 
network. Many phones, printers, mp3 players, video game consoles, and Digital Video Recorders 
(DVRs) are equipped with wireless cards and often require very little setup to connect them to your home 
network.

Wireless Security
A home network can be wired (using Ethernet cables) or 
wireless (using Wi-Fi). It may also be a mixture of the two, with 
some devices connecting with Ethernet and others connecting 
wirelessly. Wireless is generally more convenient; however, you'll 
need to think about wireless security. Below are some 
important security terms that you'll need to know:

v  SSID: A service set identifier, commonly called the SSID, 
is the name of a wireless network. You should change the 
default SSID to something unique that you'll remember. You 
may not want to use your actual name, but you can use a 
hobby or other interest (for example, rockclimbing1).

v  Encryption password: An encryption password is a 
series of characters that is used to control access to the 
network. For even greater security, some people use a
passphrase, which is longer (and therefore more secure) than a password. You should choose a password 
or passphrase that's easy for you to remember, but hard for other people to guess.

v  Encryption: Encryption prevents unauthorized people from reading the data that is transmitted over your 
wireless network. The data is coded into an unreadable form, and it can only be decoded by a computer 
that has the correct password (or passphrase). The most common types of encryption for wireless 
networks are WPA (Wi-Fi Protected Access) and WPA2.

! Although it's possible to create a wireless network that doesn't have a password, it is very risky. You should 
always create a password or passphrase to protect it from unauthorized access.

Page 8

Setting Up a Home Network
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Before you set up your home network, you'll need to 
have a working internet connection. The exact 
process of creating a network will vary depending 
on what type of computer you have, as well as what 
type of internet service you have. You should use 
the instructions provided by your ISP (or the ones 
included with your router) when setting up your 
network. The following steps will give you an idea of 
what to expect:

1. If you have a separate router, connect it to the 
modem , and make sure it has power through 
the power adapter. If you have a combined 
router/modem, you won't have to do this.

2. Connect all non-wireless devices to your router 
using Ethernet cables. You may also need to 
connect your computer to the router until 
setup is complete, even if your computer has a 
wireless card.

3. From your computer, you will need to create the SSID and password (or passphrase) for your router. You
now have a wireless network that you can begin connecting wireless devices to.

4. On each wireless device, you will need to go to your network settings and select the name (SSID) of the
network that you just created. You will then be prompted to type in your password.

At this point, your home network setup is complete. If your network isn't working, the instructions from your ISP 
should include some troubleshooting tips. You can also call your ISP's tech support number if you're still having 
trouble.

To learn how to safely use a wireless network, check out Wireless and Mobile Device Safety in our Internet 
Safety tutorial.

Setting up a network
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A web browser is the tool that you use to access the World Wide W eb . In 
order to get the most out of the Web, it's important to understand the various 
features of a browser.

In this lesson, we'll talk about navigating the Web with a browser, 
downloading files, bookmarking your favorite web sites, tabbed 
browsing, plug-ins and more.

Page 2

Browser Basics
To get the most out of your web browser, there are some basic 
concepts that you need to be familiar with, including navigation, 
downloading, bookmarking, tabbed browsing, and plug-ins.

Watch the video to learn some of the basics of using a 
browser.

Common Web Browsers
Watch the video (2:20). Need help?

Today, Chrome and Internet Explorer are the most popular web browsers. Other browsers include Firefox, 
Safari, and Opera. Each one has its own look and feel, but they have the same goal: to display web pages 
correctly. For most web pages, any well-known browser will work.
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Chrome

Internet Explorer

Firefox

Like most modern programs, browsers use a Graphical User Interface (GUI), which means you can navigate 
by pointing and clicking with a mouse instead of just typing. Some devices such as mobile phones use different 
types of GUIs, such as touchscreens. However, many of the principles remain the same.

Point-and-click interface Touchscreen interface
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Page 3

Navigating to a Web Site
To get the most out of your web browser, there are some basic 
concepts that you need to be familiar with.

Watch the video to learn some of the basics of using a 
browser.

Address Bar
Browsers have an address bar that shows the web address (also called a URL) of the page you are on. To go to 
a different page, you can type an address in the address bar and then press Enter (or Return).

The address bar

Links
Most of the time, you will get to a different page by clicking on a link. A link can be text or an image, and it's 
usually formatted to stand out so you know to click on it. Many text links are blue, and they may also be 
underlined.

For example, this is a link. It will open a web page in a new window, and you can close it to come back to this 
page.

A link may lead to another web page, or it could lead to a document, video, or any other type of file. If you're not 
sure if something's a link, hover the mouse over it. The pointer should change to a hand symbol.

Watch the video (2:20). Need help?
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Most Popular in Gardening

• S turininq Low-Budqet C ontainer G ardens

p O ts }

• How  to P lan t a K itchen H erb Garden

Hovering over a link

Navigation Buttons
Sometimes, after you click on a link, you might want to go back to the previous page. You can do this using your 
browser's Back button. Once you've pressed the Back button, you can press the Forward button to follow the 
link again.

The Back and Forward buttons

When you use the Back and Forward buttons, your browser may use its web cache to display the page. The 
web cache stores recently-viewed web pages so that they don't need to be downloaded again. That's usually 
good because it speeds up your web browsing, but sometimes you want to see the most up-to-date information 
on the page. You can use the Refresh button (sometimes called Reload) to tell the browser to load the page 
again.

The Refresh button

! There are some instances where you don't want to use the navigation buttons. For example, in some online 
stores, you shouldn't refresh the page after purchasing an item, as it could cause you to purchase the item 
twice.

Search Bar
Some browsers have a built-in search bar for performing web searches. However, many browsers have 
combined the address bar and the search bar into a single bar where you can type web addresses or search 
terms. We'll talk more about web searches in the next lesson.
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Th e  Search Bar in Firefox

C r  Some websites may track your activities online, usually for marketing purposes. It's also possible to 
encounter malicious sites that could harm your computer. For more tips, check out Staving Safe While 
Browsing in our Internet Safety tutorial.

Page 4

Adding Bookmarks
If you've found a page you'd like to go back to later, you can add it to your bookmarks (sometimes called 
favorites). Bookmarks make it easier to find a page later on. Instead of having to remember the exact web 
address, you can just scroll through your bookmarks until you see the name of the page.

• In Internet Explorer 9, you can add a bookmark by clicking the star icon and then selecting Add to 
Favorites. Other browsers are similar, but they may use different wording.

Adding a bookmark

Browsing History
Suppose you visited a page a few days ago but forgot to bookmark it. You can find the page again by using your 
history, which is a list of web sites you've visited. Usually, pages will stay in the history for a certain number of 
days. To maintain privacy, you can delete your history at any time.

Viewing Your History
• To view your history in Internet Explorer 9, click the star icon and then select the history tab.
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Browsing history

Deleting Your History
1. In Internet Explorer 9, click the gear icon to open the Tools menu.

2. Click Safety and then select Delete browsing history....

Deleting browsing history

If you're using a browser other than Internet Explorer, the process of viewing and deleting history will be a little bit
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different.

Page 5

Tabbed Browsing
Many browsers allow you to open a link in a new tab. This allows you to keep the current page open instead of 
going directly to the new page. For example, if you're reading an article that has a link in it, you can open the 
link in a new tab so that you can finish reading the article. Then, you can go to the new tab to view the link.

Learn how to create a
successful and long-lasting M o s t  P o p u la r  in  G a r d e n in g
container garden with these
exoen tins * ^ asy Gardening Projects and Crafts for Beginners *

• A  Home for Your Veggies Make a Raised Garden 

Bed

• 14 Simple Gardening Tips and Tricks

• How to Plant a Container Garden

A browser window with three open tabs

Tabs are designed to make browsing more convenient. You can open as many links as you want, and they'll 
stay in the same browser window instead of cluttering up your screen with multiple windows.

• To open a link in a new tab, right-click the link and click Open in new tab (the wording may vary from 
browser to browser). To close a tab, click the "X" on the tab.

Now to Plant a Strawberry Container Garden!
Straw berries are trailing pie 

conta iners, even container

How to Plant an H«

Open

Open in new tab

in new window  

Save target as...

Print target

...

Opening a link in a new tab

Page 6
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Downloading Files
Your browser can display many different types of documents, media, and other files. But there are times when 
you'll want to access a file outside your browser. Downloading enables you to do this by putting the file on 
your computer so that you can access it.

For example, suppose you needed to complete and print a form that you found online. You could download it to 
your desktop, then open it with the appropriate program (such as Microsoft Word) to edit it.

How to Download a File
If you click on a link to a file, it may download automatically, but sometimes it just opens within your browser 
instead of downloading. To prevent it from opening in the browser, you can right-click the link and select 
Save Target As... (different browsers may use slightly different wording). You'll be able to choose the folder 
where the file is saved.

Since the process of downloading a file varies from site to site, it may require some trial and error.

Download the eX9mnlp work alnnn M/ith thp
Open

Open in new tab 

Open in new w indow______
To Create a Simple Fori

• Click the cell where th

Type the equal sign (

Type the first number 

Type the addition si
fl

Save target as,,,>avg t;

arget

video.

nbers:
>, for exai 

i is being

an add op

Downloading a file

For various reasons, many sites do not allow you to download content. For example, YouTube does not offer a 
way to download its videos.

Saving Images
Sometimes you might want to save an image to your computer. To do this, right-click the image and select 
Save Picture As....
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Saving a picture

Some sites do not allow images to be saved to your computer.

Page 7

Plug-ins
Plug-ins are programs that are installed in your browser that enable it to play various types of media, such as 
video. Examples of plug-ins include Quicktime Player and Flash Player. If you don't have the correct plug-in, 
the site will usually provide a link to download the plug-in.

Once you have the necessary plug-ins, you'll be able to enjoy streaming video from sites such as Hulu, and play 
games on sites such as Newgrounds.
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Playing a Flash game in a browser 

Your browser may have come with some plug-ins already installed.
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Search Engines and Strategies

Introduction
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With billions of web pages on the World Wide Web, how can you find exactly 
what you're looking for? By using a search engine.

Search engines are specialized web sites that help you find what you're 
looking for on the Web. All you have to do is type in one or more 
keywords , and the search engine will look for matching web sites from all 
over the Web.

In this lesson, you'll learn the basics of using a search engine, as well as 
some techniques you can use to get better search results.

Page 2

Performing a Search
There are numerous search engines out there, but the most 
popular ones are Google, Yahoo, and Bing. Each one has its own 
unique features, but the process of doing a search is very similar 
on each.

Check out the video to learn how to do an effective search 
using Google.

Watch the video (3:36). Need help?

Using the Search Bar
Many browsers have a built-in search bar, located to the right of the address bar. To do a search, just type what 
you're looking for (known as the search terms) in the search bar, and then press Enter. Your browser will then 
take you to the search engine's web site to show you the search results, which is a list of all of the web sites that 
contain your search terms.
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Many browsers allow you to add to or change the search engines used by the search bar.

Page 3

Assessing the Search Results
After you do a search, glance over the first page of search results. Did it return what you are looking for, or is it 
just a lot of unnecessary "junk"?

If your search results don't seem very good, you may need to try different search terms. Remember, the search 
engine can't read your mind; it just looks for matching words. For example, if you just search for the word 
polish, the search engine doesn't know whether you're looking for shoe polish or a history of the Polish 
language!

You could improve your search results by searching for shoe polish. However, that still may return a wide variety 
of web sites, such as:

• Stores that sell shoe polish

• Guides on how to polish shoes

• The history of shoe polish

• And probably much more

To get the best results, ask yourself: What exactly am I looking for? Specific terms usually return better results.

Related Searches
A search engine will often recommend related searches that may be more specific than the search terms you 
used. Related searches are usually listed at the bottom of the page. Bing also lists them to the left of the search 
results.

Firefox's built-in search bar
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Using related searches to narrow down a search

Advertisements
Search engines may include advertisements along with the search results. These ads are picked by the search 
engine based on your search terms, and they look a lot like the actual search results. While they may be useful in 
some cases, it's usually more effective to focus on the "regular" search results.

Google puts its ads at the top and to the right of the search results.
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A d s  and search results

Page 4

Improving Your Searches
As you gain experience with search engines, you'll be able to do better and better searches, which means it will 
become quicker and easier to find what you are looking for. Here are a few tips for improving your searches:

v  Take suggestions. As you're typing your search terms, the search engine will try to guess what you're 
searching for, and it will show a list of search suggestions (which are similar to related searches, except 
they happen while you're typing). These can give you ideas for search terms that you may not have thought 
of.
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Search suggestions

v  Search phrases. Put quotes around a phrase so each word in the phrase isn't searched for separately. For 
example, if you put quotes around "sugar cookies", the search engine searches for that entire phrase in a 
web page. However, if you simply type sugar cookies, the search engine searches for each of the words 
individually, and it will find recipes for other types of cookies that have sugar in the ingredients.

v  Exclude words . Use a hyphen (-) at the beginning of a word to exclude search results containing it. For 
example, macaroni -cheese. Note that there is a space before the hyphen, but not after it. In many search 
engines the word NOT (in all caps) is used, as in macaroni NOT cheese.

v  Use OR . You can use OR (all caps) to include either of two search words. For example, soup recipe tofu 
OR fish should return recipes for soup that contain tofu or fish (or both). You could also search for soup 
recipe tofu OR fish OR chicken OR beef.

v  Get Help. Go to your search engine's Help page for more tips.

For more search tips, check out our Search Better tutorial.

Page 5

Specialized Searches
Are you looking for news articles, images, videos, or online stores? You can use a specialized search to
search for a specific type of content. For example, if you do an image search , the search will find and display 
images for you, instead of finding links to pages that may or may not have relevant images.

Generally, a search engine will include links at the top of the page to go to the specialized searches.
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Searching for images
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Email 101
Introduction to Email

Introduction
Page 1

Do you ever feel like the only person who doesn't use email? You don't have to 
feel left out. More than ever, email is easy to understand and use.

In this lesson, you will learn what email is, how it compares to traditional 
mail, and how email addresses are written . We'll also discuss various 
types of email providers and the features and tools they include with an 
email account.

Page 2

Getting to Know Email
You may know that email (electronic mail) is a way to send and receive messages across the internet, but do 
you know how individual emails are sent or what they cost or how email compares to traditional "snail" mail? To 
get a better idea of what email is all about, review the infographic below and consider how you might benefit from 
its use.
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What is Email?
Email is a w ay to  send and 

rece ive d ig ita l messages and 

c o n te n t over the  in te rn e t.

■ ■ ■ ■■■■■■■■■■■■■■■■■■■■■■■■■■ ■I

Snail Mail vs. Emai
Address

Delivery

Time

Contents

Costs

Michelle Garcia 
202 Cedar Lane 
Raleigh, NC 27601

Your envelop or package 
is delivered by a mail 
carrier

Received in a home mail 
box or post office box

Average of 2 days for 
letters

Average of 3-10 days for 
packages

May include packets w ith 
documents or packages 
w ith  larger items

mgarcia212@yahoo.com

Your digital message is delivered 
electronically across the internet 
through various servers

Received online in the Inbox of your 
email service provider 
(Gmail, Yahoo, Hotmail, etc.)

Instantly or w ith in a few minutes if 
servers are busy

May include attachments fo r digital 
documents, files, images, video and 
more

The price o f stamps or . . .  .
__________ ^ ___  Free w ith  internet connection
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snipping T or larger items

■ 1

Email Advantages
Productivity Tools
Email is usually packaged w ith a calendar, address book, 
instant messaging and more fo r convenience and 
productivity.

If you want to  sign up fo r accounts like Facebook, or 
order products from services like Amazon, you will 
need an email address, so you can be safely 
identified and contacted.

Easy Mail Management
Email service providers have tools tha t allow you to  file, label, prioritize, find, group, 
and filte r your emails fo r easy management. You can even easily control spam, or 
junk email.

Access to Web Services

Communicate with Multiple People

You can send an email to  multiple peo
ple at once allowing you the option of 
having a conversation w ith  several 
people or sending out a message to  a 
hundred.

Private
You email is delivered to  your own 
personal and private account w ith 
a password required for accessing 
and viewing emails.

Access Anywhere at Anytime

You don 't have to be at home to get your email. You can access it 
from  any computer or mobile device that gets an internet 
connection.
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Page 3

Understanding Email Addresses
To receive emails, you will need an email account and an email address. Also, if you want to send emails to 
other people, you will need to obtain their email addresses. It's important to learn how to write email addresses 
correctly, because if you do not enter them exactly right, your emails will not be delivered or they might be 
delivered to the wrong person.

Email addresses are always written in a standard format that includes a username, the @ (at) symbol and the 
email provider's domain. The username is the name you choose to identify yourself and the email provider 
is the website that hosts your email account.

Review the graphic for examples of how email addresses are written.

grace.e l l ington@gmail .com  
v  ^  v

username at email
provider

bhub bard 522@yahoo.com
1

Usernames often contain numbers and shortened 

versions o f a name to  prevent duplicates

wil l@gcflearnfree .org

Some businesses and organizations 

provide emails w ith  the ir own website 

domain

Sample Email Addresses
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Page 4

About Email Providers
In the past, people usually received an email account from the same companies that provided their internet 
access. For example, if AOL provided your internet connection, you'd have an AOL email address. While this is 
still true for some people, today it's increasingly common to use a free web-based email service, also known 
as webmail. Anyone can use these services, no matter who provides their internet access.

Webmail Providers
Today, the top three webmail providers are Yahoo!, Microsoft's 
Hotmail, and Google's Gmail. These providers are popular 
because they allow you to access your email account from 
anywhere with an internet connection. You can also access 
webmail on your mobile devices.

Visit the links below to compare the features of the three 
top webmail providers:

• Yahoo Features
• Hotmail Features
• Gmail Features

Other Email Providers
Many people also have an email address hosted by their 
company, school, or organization. These email addresses are usually for professional purposes. For 
example, the people who work for this website have email addresses that end with @gcflearnfree.org. If you 
are a part of an organization that hosts your email, they'll show you how to access it.

Many hosted web domains end with a suffix other than .com. Depending on the organization, your provider's 
domain might end with a suffix like .gov (for government websites), .edu (for schools), .mil (for military) or .org 
(for non-profit organizations).

information Management Software
Many companies and organizations use an information management application, like Microsoft Outlook, for 
communicating and managing their email. This software can be used with any email provider, but is most 
commonly used by organizations that host their own email.

Visit our Outlook 2010 tutorial to learn more about using this application.

' V a .H o O F m a il

Hotmail.
G M a i l

Top Webmail Providers
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Email Productivity Features
In addition to email access, webmail providers also offer various tools and features. These features are part 
of a productivity suite— a set of applications that help you work, communicate, and stay organized. The tools 
offered will vary by provider, but all major webmail services offer the following features:

• Instant messaging, or chat, which lets you have text-based conversations with other users. Check out 
our Bevond Email lesson to learn more about the basics of instant messaging.

Gmail's instant messaging client

An online address book, where you can store contact information for the people you contact frequently.

=  " V X H O O f  M A I L

INBOX CONTACTS 

+  New Contact

All C ontacts

S H O R T C U T S

D eleted C ontacts  

F aceb oo k

I  LISTS

CALENDAR

^  Look for... 

□  Select All

Amelia Jones
amelia.jDnesSS@gmail.com

Desmond Taylor
taylord869@gmail.com

Henri Rousseau
henri.rousseau30@gmail.com

Javier Flores 
javier.flores838@gmail.com

Yahoo! Contacts
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An online calendar to help organize your schedule and share that schedule with others.

Google Search Calendar Henri R ouss.

Calendar Today < > Apri Day Week Month 4 Days Agenda

+  S hare ' O ’

More

Sun Mon Tue Wed Thu Fri Sat

April 2012 < > 

S M T W T F S

Apr 1
April Fool’s

2 3 4 5 6 7

25 26 27 28 29 30 31 
1 2 3 4 5 6 7 
8 9 10 11 12 13 14 
15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 -I 2 3 4 5

8 9 10 11 12 13 14

15
Tax Day

16
6:30p Workin

17 13 19
12p Lunch w

20
9p Swing Kin

21

M y calendars 0  

Henri Rousseau

Tasks

22
Earth Day

23 24 25 26 27 28

Other calendars 0

29 30 May 1 z 3 5
Cinco de M;

Google Calendar

A public profile that contains your name and basic contact information.

'a Fillory

Contact info

January 6, 1975
Birthday

Mike Fi or/
Significant other

555-515-8734
Home phone

A Microsoft (Hotmail) profile

In addition, each provider offers some unique features. For instance, when you sign up for Gmail, you get access 
to a full range of Google services, including Google Drive, Google Docs, and more. Hotmail, on the other hand, 
offers connectivity with SkyDrive and Microsoft Office Web Apps. You can visit our tutorials on Google Drive
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and Docs and SkvDrive to learn more.

Page 6

Getting Started With Email
You should now have a good understanding of what email is all about. Over the next few lessons, we will continue 
to cover essential email basics, etiquette and safety tips.

When you're ready, you can try one or both of the following:

Get Your Own Email Account:
If you want to sign up for your own email account, we suggest choosing from one of the three major 
webmail providers.

Follow the links below to sign up for an email account:

• Yahoo! Mail: Click Create New Account
• Hotmail: Click Sign Up Now.

• Gmail: Click Create an account. You can visit our lesson on Signing Up for a Gmail Account for help.

Learn Howto Use an Email Program:
Keep in mind that Email 101 will not show you how to use a specific email account. For that, you will need to 
visit our Gmail topic. It's a useful course for learning the basics, even if you ultimately end up choosing an 
email provider other than Gmail, such as Yahoo! or Hotmail. There, you will learn how to:

• Sign up for an email account

• Navigate and get to know the email interface

• Compose, manage, and respond to email
• Set up email on a mobile device

Once you've completed the lessons in this topic, you may wish to explore other popular ways of 
communicating and sharing online. Check out our Beyond Email topic to learn more about online chat, text 
messaging, video chat, social networking and more.

Beyond Email: More Ways to Talk Online
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Introduction
No matter what email service you choose, you'll need to learn how to interact 
with an email interface, including the inbox, the Message pane and the 
Compose pane . Depending on the email provider, the interface may look and 
feel different, but they all function in essentially the same way.

In this lesson, we'll talk about using an email interface to send and receive 
messages. We'll also discuss various terms, actions and features that are 
commonly used when working with email.

Page 2

Understanding the Email Interface
Below are some examples of different email interfaces from the top webmail providers: Gmail, Yahoo! and 
Hotmail. Review the images below to become familiar with various email interfaces.

Keep in mind that these examples will only provide a general overview. You can visit our Gmail topic to learn how 
to use an email application in detail.

Inbox
The inbox is where you'll view and manage emails you receive. Emails are listed with the name of the sender, 
the subject of the message and the date received.
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Gmail inbox

Message Pane
When you select an email in the inbox, it will open in the Message pane. From here, you can read the message 
and choose how to respond with a variety of commands.

Yahoo! Message pane
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Compose Pane
You can click the Compose or New button from your inbox to open the Compose pane to create your own 
email message. From here, you'll need to enter the recipient's email address and a subject. You'll also have 
the option to upload files (photos, documents, etc.) as attachments and add formatting to the message.

r  • • _‘  Windows Live' H o tm a il M e s s e n g e r  O ffice  P h o to s  | f

Hotmail 
Inbox (1)

J Folders 

Junk

Compose the 
message and click 
Send when ready

M k^uiLKvpews 

Flagged 

Photos 

Office docs 

Shipping updates

J Messenger

Loading,..

Home

Contacts

Calendar

^TendTJ Save draft Spell check Rich text * J /!•

Enter the recipient's email 
address, type the subject 
and include attachments

ju d y r iv e ra 5 9 @ h o tm a il.c o m

[ To: j grace.ellington@gmail.com J
Subject: Tea and Duke Gardens

Insert: |[j Attachm ents Office docs 2  Photos » [S i  From Bing » Emoticons

Tea and Duke Gardens (i of 1 uploaded) Edit album details Preview slid<

Irises Bloomi... 
Done X

Tahoma B 1 U

Hello Grace!

I wanted to invite you for an afternoon tea at the Duke Washington a 
a stroll at the gardens afterward. The summer colors should be lovely

I can make a reservation for 2 p m  for any of the following dates:

d then

•  Saturday, May 28

•  Sun d ay ,Ju n e  S

• Saturday, June 11 

Just let me know which date you would prefer.

Use these commands to 
format text, if desired

Hotmail Compose pane

A Compose pane will also appear when you select Reply or Forward. The text from the original message will 
be copied into the Compose pane.

Page 3

Common Email Terms and Actions
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All email applications use certain terms and commands that you will need to understand before using email. 
Click the buttons in the interactives below to learn more about basic email terms and commands.

The examples below use Gmail's Compose pane and Message pane to introduce basic email terms, but 
these will still be applicable for Yahoo! or Hotmail.
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Gmail ' f i t

COMPOSE Let's qo qolfinq! inbox x Friends & Family x Personal x

In b o x  (SO) 

S e n t M a il

D rafts  (1 0 )

C hats  

A ll M a il 

S p a m  (1}

Trash

A m e lia  J o n e s  5 /3 /11

H ey  Henri - D esm ond and I are getting a group together to play som e golf to m o ...

H e n ri R o u s s e a u  5 /1 8 /11

-* {»  A m elia , Sounds great - I'll be there! Bryan says he might go if he can get of...

D e s m o n d  T a y lo r

to  m e -

2 :02  P M  (0 m inutes ago) ^

I m ay  be a bit late, but don't start w ithout me!

F rie n d s  &  F a m ily

M u s ic

N o te s

P e rso n a l

P ic tu re s
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