Internet searches
Search Engines

Instead of trying to guess where certain information may be located on the Web, search engines allow you to search both the Web and newsgroups. 

A search engine searches for keywords and returns a list of documents where the keywords can be found. Most search engines allow you to search using plain language relevant to the topic of interest, meaning you don't have to know any special programming tricks to effectively search the Web. 

You're probably already familiar with search engines such as Yahoo, Google, Excite, or AltaVista. You may have even used a search engine to find our site. 

Tips for Effective Searching
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Correct Spelling, Pluralization and Capitalization. Be aware of pluralizing your words, and spell them correctly. For example, good will, goodwill, Goodwill, Goodwills, and Good Will may yield different results.
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AND. Use AND (all caps) to search for multiple words that must appear in a web page. Some search engines support a plus sign (+) in place of AND. For example, free AND coupon, or free + coupon.
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NOT. Use NOT (all caps) to exclude certain words or phrases. For example, casserole NOT chicken NOT beef. 
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OR. Use OR (all caps) to include any of the search words (rather than most.) For example, George Washington OR Bush. 
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Wildcards. The percentage symbol (%) can be used to replace only one character. The asterisk (*) can be used to replace multiple characters. For example, post* could produce postwar, postgame, or postmarital. 
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Phrases. Put quotes around a phrase so each word in the phrase isn't searched for separately. For example, if you put quotes around "free online computer training," the search engine searches for that entire phrase in a web page. However, if you simply type, free online computer training, the search engine searches for each of the words individually in a web page. 
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Get Help. Go to your search engine's Help page for more specific information on a particular engine. 
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Try Something New. There are many different search engines on the Web. If you can't find what you are looking for using your favorite engine, go somewhere else. 
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Bookmark it. Add your favorite search engines to your Favorites to increase ease of use. If you're not sure how to do this, you'll learn how later in this unit. 

Toolbars

Internet Explorer features customizable toolbars to help you navigate the Web. Below are the toolbars featured in IE 5.
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The Standard buttons bar displays commonly used buttons such as the Back, Forward, Stop, Refresh, Home, Search, Favorites, History, and Print buttons. 
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The Address bar displays the address, or URL, of the web page you are currently visiting. Type new URLs or search terms into the Address bar. 
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The Links bar is a convenient place to add frequently used links. 
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The Radio bar, available when Windows Media Player is installed, includes a radio station guide and control button such as "play" and "volume." 
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Show and Hide Toolbars, Status bar and Explorer bar

In newer versions of Internet Explorer, you can show and hide the toolbars, Status bar and Explorer bar. 

To show or hide the toolbars:

Choose View[image: image18.png]


Toolbars from the IE menu bar. 

Click the clear or show the checkmark for each item. 
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OR 

Right-click the toolbar and click to clear or show the checkmark for each item. 
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To show or hide the Status bar:

Choose View[image: image21.png]


and click to clear or show the checkmark. [image: image22.png]v Status Bar




To show or hide the Explorer bar:

Choose View[image: image23.png]


Explorer bar. 

Choose from Search, Favorites, History, or Folders. 

OR
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on the Standard button toolbar. 

Click button again to hide the Explorer bar or click the X in the upper right corner or the Explorer bar. 

Customizing Toolbars

In newer versions of Internet Explorer, you can move and resize the toolbars. 

To move a toolbar:

Look for the resize/move toolbar handle. 

Hover your mouse pointer over the resize/move toolbar handle. 

The mouse pointer becomes a double-headed arrow. 

Click and drag a toolbar up, down, left, or right. 

When moved, toolbars "snap" to the outer edge of the IE window. 

To resize a toolbar:

Look for the resize/move toolbar handle. 

Hover your mouse pointer over the resize/move toolbar handle. 

The mouse pointer becomes a double-headed arrow. 

Click and drag until toolbar is desired size. 
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Customizing the Standard Button Bar:

You can further customize the Standard button toolbar by adding or removing Standard buttons. You can even change the appearance of your buttons. 

Add or remove a button from the Standard button bar:

Choose View[image: image27.png]


Toolbars[image: image28.png]


Customize from the IE menu bar. 

OR 

Right-click the toolbar and click Customize. 

The Customize Toolbar dialog box opens. 

In the left-hand scroll box, there is a list of Available toolbar buttons. 

In the right-hand scroll box, there is a list of Current toolbar buttons. 

In either scroll box, click to select a button you would like to add or remove. 

Click the Add or Remove button. 

The button is now added or removed from the toolbar. 

Click Close to display new options. 
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To change the text options featured on your buttons:

With the Customize Toolbar dialog box open, click the Text Options drop down box to select No text labels, Show text labels, and Selective text on right. 

Click Close to display new options. 

To change the size of your button icons:

With the Customize Toolbar dialog box open, click the Icon Options drop down box to select Small icons or Large icons. 

Click Close to display new options. 

Setting a Home page

Your home page is the first page you see when you start Internet Explorer (IE). Change your home page to make surfing the Web easier and more convenient.

For example, if you want to start each Internet session with GCFLearnFree.org, http://www.gcflearnfree.org should be your home page. If you like to check the weather every time you log on, you might prefer http://www.weather.com as your home page.

To change the Home Page:

Choose Tools[image: image30.png]


Internet Options from the IE menu bar. The Internet Options dialog box opens. 
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If not already selected, click the General tab. 

Type a new URL in the home page section of the General tab. 

Click OK. 

OR

If you like the current page and want to set it as your new home page, click the Use Current button. 

The Use Default button sets www.microsoft.com as your home page. 

The Use Blank button sets a blank page as your home page. This option is beneficial to those who don't want to begin each Internet session waiting for a home page to load. 

Click OK. 
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Search

You can also look for web pages using the Search function. 

For ease of use, IE offers a couple of ways to search.

Searching with the Explorer bar:

Choose View[image: image33.png]


Explorer bar[image: image34.png]


Search click the Search button on the toolbar. [image: image35.png]



The Explorer bar's Search function displays. (Ctrl + E) 

Choose a category for your search. (Find a web page, Find a person's address, Find a Business, Previous Searches, or Find a Map radio buttons) 

Plug in any key words you think the page contained in the Find a web page containing text box. 

Click Search. 

Results display in the bar. Click links that interest you. 

OR

Click the History button. The History list opens. Access the Search function by clicking Search (located at the top of the History list). 

To hide the Explorer's bar's Search function:

Click the Search button again. 

OR

Click the X in the upper right of the Search function. 

Search

You can also perform a web search by typing search terms directly into the Address bar.

Searching from the Address bar: 

Type in any key words you think the page may contain. 

Click the Go button or press Enter on the keyboard. 

MSN Search results display in a web page. 

Choose a link that interests you. 

[image: image36.png]| adress | free computer traiing|
——————— Search for "free computer training"

Searching from the Address bar

@s0




Challenge! 

Match the correct term with its definition. 
	___1. LAN (Local Area Network)
	A. Consists of 2 or more LANs. The computers are farther apart and are linked by telephone lines, dedicated telephone lines, or radio waves. 

	___2. WAN (Wide Area Network)
	B. Common source that provides shared services to other machines and manages resources in a network.

	___3. Server 
	C. A project that allowed researchers and military personnel to communicate with each other in an emergency. The foundation of the Internet.

	___4. Clients
	D. Two or more connected computers sharing certain resources in a relatively small geographic location.

	___5. ARPAnet
	E. Computers connected to a server and do not provide services to other computers.


Answers: 1.D 2. A 3. B 4. E 5. C
Challenge! 

Match the correct term with its definition. 
	___1. Web Browser 
	
A. The system of electronically linking words or pictures to other words or pictures

	___2. Hypertext 
	B. The system for transferring web documents over the Internet.

	___3. HTTP 
	C. Also called a Web address. 

	___4. URL
	D. The formatting language used to create web documents.

	___5. HTML
	E. Software used to surf the web, such as Internet Explorer or Netscape.


Answers: 1. E - 2. A - 3. B - 4. C - 5. D 

Challenge! 

Whether you are at home, work, or are using a public computer, find out:

· What type of (speed) modem you use 

· Who your ISP is 

· Determine what ISP offers the best range of services for the least amount of money. 

Challenge! 

  

· Go to Yahoo.com. 

· Using the search box, type in the words “bandwidth test." 

· Several web sites matches should appear. 

· Click on one of the sites that provides an online tool that can help you determine the speed of your Internet connection performance. 

· Perform the test. 

· How fast is your connection

Challenge! 

Choose a level of Internet access that corresponds to your needs and budget. Do some research on the Internet to determine the following: 

· What type of high-speed Internet access is available in your living area? 

Common Web Browsers

Today, Internet Explorer is the most popular web browser. Other browsers include Firefox, Chrome, 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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Internet Explorer 
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Firefox 
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Chrome 
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.

Navigating to a Web Site

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 
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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. 

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. 
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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.

If a page is taking too long to load, or if you've typed in the wrong URL, you use the Stop button to stop the page from loading.
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The Refresh and Stop buttons 

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

Most browsers have a built-in search bar for performing web searches. We'll talk more about those in the next lesson.
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The Search Bar 

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, you can add a bookmark by clicking Favorites and then Add to Favorites. Other browsers are similar, but they may use different wording. 
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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
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To view your history in Internet Explorer, click Favorites and then click the history tab.

Browsing history 
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Deleting Your History

In Internet Explorer, click Tools and then Internet Options. From there, you'll be able to delete your History or manage your history settings.

Internet Options 

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

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.

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 desktop 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. 
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Opening a link in a new tab 

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 in a place where 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.
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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 certain images to be saved to your computer.

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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Plug-ins allows you to play games in your browser. 

Your browser may have come with some plug-ins already installed.

SCAN DOWNLOADED FILES FOR VIRUS

Virus – a set of executable destructive programs or instructions designed to infect
other programs and databases.

Data stored on computers can be damaged, destroyed or altered by vandals (also called hackers, crackers, or cyberpunks), who create viruses, which can create havoc on a computer system. A virus is usually loaded onto your computer without your knowledge or wishes. 
When it attaches itself to a host program; its purpose is to replicate itself via files that are
transferred from one computer to another. A virus can propagate via shared floppy discs or other media, and needs a host in order to do so.

Note: A ‘simple’ virus is dangerous because it will quickly use all available memory and bring the system to a halt.

Far more dangerous, is a type of virus that is capable of transmitting itself across networks and bypassing security systems.
Some people distinguish between general viruses, worms and Trojan horses.
Symptoms of an infected file
Since every computer is vulnerable to attack, you must familiarize yourself with the symptoms of a virus attack. Once your file or data is behaving abnormally such as loss of words, letters, and the document refuses to open or “pop up” messages, your data may be infected with a virus.

Antivirus software
Since 1987, when a virus infected ARPANET, a large network used by the United States
Defence Department and many universities, many antivirus programs have become available. These programs periodically check your computer system for the best-known types of viruses.

Your antivirus software should contain a virus scanner that has a memory-resident option that runs in the background, checking every new file that enters your computer no matter where it comes from (whether a floppy drive, CD-ROM drive, an Internet download, or elsewhere).
Web Pages must be scanned by antivirus software that is configured to check all downloaded web pages, because it is possible to visit a web page that contains a malicious program that will be automatically executed upon download.
Examples of anti-virus software are:
• Data Fellows F-PROT antivirus toolkit
• Norton 2004
• McAfee anti-virus software

Precautions:
• Set the software to scan all program files on your computer whenever you turn it on, and
make sure it is always running in the background
• Update your antivirus software regularly, at least once per month or use version- less
antivirus software instead, which is updated for you automatically over the Internet
• Keep floppy diskettes out of your floppy drive unless you are actively working with the files
on a floppy disk. Boot sector virus hides on floppies and is triggered when your machine
routinely checks to see whether it should run up sequence from the floppy drive. If the
floppy’s boot sector is infected, the virus will kick into action.
• Encrypt all files that contain sensitive information or store them off line on floppies or other removable
media
• Do not leave your computer connected to the Internet any longer than necessary
What to do when you receive an E-mail Attachment:
• If you receive an unsolicited e-mail attachment from an unknown person, delete it without opening it first
• If you receive an e-mail attachment accompanied by an empty message body, delete it. Even if you recognize the return address the absence of a message is cause for suspicion
• If you receive an unexpected e-mail attachment from someone you know and the message body looks generic, contact the sender to make sure that the sender has sent the message to you
• If you do decide to open a mail attachment, make sure that you scan it with antivirus software first, even if you have confirmed the sender and you trust the source
• To be 100% safe, disable all macros before opening any Microsoft Office document
RETRIEVE INFORMATION AND FILES ACCORDING TO GUIDELINES AND
REGULATIONS
In addition to scanning files for viruses, there are other guidelines for you to follow. The nature of the Internet is such that your conduct will be visible to others as well as monitored by various network administrators (and others who will be invisible to you). Not only do you have rights, but you also have responsibilities.

When you log on to the Internet, you need to understand and follow behavioural codes that are specific to the Net, and also to minimize your personal risk. A set of rules called Netiquette has been developed to enable all users of the Internet to communicate with one another in a civilized manner. Since no one individual or organization owns or controls the Internet, Netiquette is an informal code of practice that is not covered by government legislation. Some countries do however legislate to stop information of a pornographic or violent nature from being stored or downloaded.
Acceptable Use Policies
All computer accounts and some public Internet servers are subject to an Acceptable Use Policy (AUP), a policy that outlines appropriate use of the Internet and is enforced by system administrators. Your Internet access privileges can be withdrawn if you violate the rules and restrictions specified by the AUP. AUPs are posted on the Web and should be easy to locate.
Software piracy – willful reproduction or distribution of one or more copies of one or more copyrighted works that collectively have a total retail value of more
than US$1,000.00
Copyright Laws
Copyright laws exist to protect the creative and economic interests of writers, musicians and artists. A copyright confers certain rights and privileges to its owner and is granted to the author of a book or to an artist, musician, or other individual who creates some intellectual product.
Pornography
Search engines make finding adult content online easy and all sorts of characters can be found in chat rooms devoted to pornography.

However, before you are tempted to view or send materials of a pornographic nature, you should be aware that your employers can monitor your e-mail messages that pass through the company’s computers. If company policy prohibits offensive, materials on office computers, pursuing these activities could cost you your job
	IDENTIFY AND USE REMOTE RESOURCES



ACCESS FILES AND DOCUMENTS ON THE INTERNET USING SEARCH ENGINES
By now you should know that search engines are the tools that provide subject access to
websites. There are many search engines available, but all of them search differently and none
of them searches the entire World Wide Web. Four basic types of search engines are:
• Directory search engine
• Robot search engines
• Spider search engines
• Meta search engines
Directory Search Engine
These search engines operate like a library card catalogue. Although they allow word or term searching, the websites included in the directory have been studied and organized into topics and subtopics. Two of the best search engines to select for a beginning search are:
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Figure 6
Robot/Spider Search Engines
The majority of the existing search engines employ a technology in which a robot or spider searches through the Web or the search engine’s own database to capture search terms. As a result, a large number of responses are provided to the searcher, many of which are not useful.

The largest of the search engines, and the one that is best for searching with multiple terms and provides an image search and a foreign language translator, is AltaVista. A good choice for middle ground search engines that are not directories such as Yahoo and not as large as AltaVista, are Hotbot and Lycos.
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Figure 7

Meta Search Engines
Meta Search engines search a number of search engines at the same time. This simplifies the work of the searcher and also allows for comparison between search engines on their work with a particular topic. One of the most powerful meta search engine is Dogpile
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