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Course Objectives
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At the completion of this training, you will be able:

· Define Internet terms.

· Develop basic skills to use the Internet.

· Explain FEMA policy on the use of the Internet in the DFO.

· Access information from the FEMA Home Page.

· Perform research on –

· Disaster specific information, and

· General information.

· Use the Internet to complete a request for information.



Internet Terminology


· The Internet has its own jargon, with many unique terms.

· Use the Glossary section of the Student Summary.

· If you hear or see a term you do not understand, ask for help finding the definition.

· Your Notes:



Internet Policies
· The FEMA policy on Internet use parallels the policy on telephone use.

· The use must be appropriate to FEMA business and your job assignment

· Use logic and good judgement regarding the sites you visit

· There is a firewall with word identification capabilities for security.

· Your Notes:



Internet Manners
· Internet Manners, sometimes called “Netiquette”

· General rules of conduct and respect apply.

· Fun, acceptable shorthand of “Emoticons” may be used

· Your notes:



Getting Started
· FEMA Home Page

· What’s There?

· How do I find it?

· Can I print it?

· What’s There 

· General information about the agency, 

· a staff directory, 

· FEMA for Kids

· Program information, and

· Training opportunities.
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Activity:  The FEMA Home Page

Directions:

1. Start at the Windows screen

2. Double-click the Internet icon

3. What page appears?

4.  Locate the list of options at the left side of the screen.  Click on Flood Insurance.
a. Visit two additional links from here.

b. List them,  with one new item of information you acquired at each.

c. Choose one page of information to print.  

d. Use the PRINT button on the bar at the top of the screen.

5.  Use the BACK button on the bar at the top of the screen to return to the FEMA Home Page.



Navigating the Internet
· There are several techniques to Navigate the Internet.  This class segment will take you through three.

· Using Universal Resource Locators (URL), which are web addresses

· Using a search engine to find information on various topics

· Saving places you use frequently for quick access.



[image: image7.wmf]
Activity:  Using a URL on the Internet

Directions:

1. Place the cursor in the address block at the top of the FEMA Home Page with a mouse click.

2. Type:


www.nasa.gov [enter]


OR


http://food.epicurious.com/ [enter]

3. In the Student Summary, state what you find.

4. Visit two additional links from this site, and note them in your Student Summary.

5.  Return to the FEMA Home Page by using the HOME button.
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Activity:  Use a search engine to find information on the Internet.

If you do not know a URL that will provide the information you want, you can use a search engine and look for topics on the Internet.

Follow these steps:

1. From the FEMA Home Page button bar, click on the SEARCH button.

2. What comes up on the screen?

3. Select Alta Vista.

4. In the search box, type the topic earthquake.  Click the SEARCH button.


How many ‘hits’ are indicated?


How many of these are shown as listings?  


What are the first two?

5. Try the search again by entering the phrase earthquake intensity scale.


How many ‘hits are indicated?


Are the initial listings the same as before?  

6. Go HOME, then to SEARCH.
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Activity:  Comparing Search Engines

Repeat the steps to search for earthquake and earthquake intensity scale using a search engine other than Alta Vista.

What did you find?



Framing Search Questions
You can improve your search techniques by the way you state the topic on which you want information.

Each search engine has a  “search tips” or “help” site that you can use to find suggestions for focusing your information search.  Check the site for advanced search information.



Search Tips
1. Use lower case letters, when you are not sure what you want


This will get you both upper and lower case responses, while using upper case letters will only get you an exact match.

2. Include words with + or exclude words with –


For example, to find a recipe for oatmeal cookies without raisins, try recipe cookie + oatmeal – raisin

3. Put an exact phrase in quotes


For example, “Bengal tiger” will search for that phrase, while Bengal tiger will bring up anything with either word.

4. Drop-down lists


Search engines often have drop-down lists so you can choose:

· The language to use  

· A Natural Language Query (written as you would say it)

· A Boolean logic search 

· Various other techniques 
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Activity:  Framing your search
1. Choose a broad topic, like coffee or cat.  SEARCH

2. Add description, like Brazilian.  SEARCH

3. Try quotes, + or -, and Natural Language Query.

Record or print your results.
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Activity:  Set a ‘bookmark’ or a favorite site.

When you find a site that you will use often, you can set it as a favorite on your computer.

Directions:

1. Enter a topic of your choice and perform a SEARCH.

2. Find a site you want to save (or use one, such as the NASA site from earlier in this workshop).

3. On the icon bar at the top of the screen, click the FAVORITES button.  Choose the ‘add to favorites’ option, click to enter your listing.

4. Return HOME.

5. Choose FAVORITES.  Highlight the site you just listed, and click.  This should return you to the site directly, so you do not have to SEARCH again.
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Activity:   Find information you would use in your DFO assignment for this disaster.  Use one of the general topics we just discussed, like the weather or a listing of volunteer groups.

List findings.
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Activity:  Find one item of general information, such as those we have just discussed, that would be helpful in this disaster.

List your findings.




Through this workshop we have:

· Defined Internet terms

· Developed basic skills to use the Internet

· Explained FEMA policy on the use of the Internet in the DFO

· Found information on the FEMA Home Page

Performed research of both a general and disaster-specific nature



Activity:  Treasure Hunt

You have one hour to complete this final activity.  Turn it in to the instructor when you finish.

Complete and return the End-of-Course Evaluation.



GLOSSARY
Bookmark
A URL that has been saved so you can quickly return to a particular Web site or document.



Browser
A program that lets you HTML documents and navigate around the Web.



Bulletin Board System
A computer system to which other computers can connect so the users can read and leave messages and /or files.



Cache
A place where a browser stores Web documents that have been retrieved.



Chat
A system in which people can communicated by typing messages.



Cookie
Data that a web site server gives to a browser the first time the user visits the site.  The remote server saves the information and the user’s browser does the same.



Domain name
A name given to a host computer on the Internet.



Download
The process of transferring information from one computer to another.  See also upload.



Email
Electronic mail, the system that lets people send and receive messages with their computers.  May be over a large on-line service or an internal network.



Emoticon
A name for small symbols created by using typed characters, such as smileys ( (see attached list).



FAQ
Frequently Asked Questions – A document containing a list of common questions and answers regarding the topic on the web site.



Favorites
Another term for bookmarks.



FTP
File Transfer Protocol – A protocol defining how files transfer from one computer to another.



Gateway
A system by which two incompatible networks or applications can communicate with each other.



Gopher
A system using Gopher clients and servers to provide a menu system used for navigating around the Internet.  Most Web browsers can act as Gopher clients.  (Gopher was started at the University of Minnesota which has the gopher as its mascot.)



Home Page
1. The Web document you browser displays when you start the program.

2. A “main page” at a Web site.



Host
A computer connected directly to the Internet.



HTML
HyperText Markup Language – The basic coding system used to create Web documents.



HTTP
HyperText Transfer Protocol – The data-transmission protocol used to transfer Web documents across the Internet.



Hypertext
A system in which documents contain links that allow readers to move between areas of the document.  With most browsers you use the mouse to click a link and go to it.



IP
Internet Protocol – The standard protocol used by systems communicating across the Internet.



IP Address
A 32-bit address that defines the location of a host on the Internet.



JPEG
A compressed graphic format often found on the World Wide Web.  The file extension is .JPG or .JPEG



Link
A connection between two Web documents.



LAN
Local Area Network -  A computer network that covers only a small area (often a single office or building).



Logging on/off
On - Computer jargon for getting permission from a computer to use its service.  Usually involves entering your name and password.  Off - Telling the computer you no longer need its services; usually involves a simple command like ‘exit’.

 

Modem
A device that converts digital signals from your computer into analog signals for transmission through a phone line, and converts the phone line analog signals into digital signals your computer can use.



Navigate
Moving around on the World Wide Web.



Netiquette
Correct behavior to use while working on the Internet an in newsgroups.



Newsgroups
A discussion group or forum in which people leave messages for others to read.



Online
Connected.  Your computer is connected to another computer or the Web.  Your printer is connected to your computer and is ready to accept data.



Plug-in
A special type of viewer for a Web browser.



Posting
Leaving a message at a newsgroup, or the message itself.



Search engine
A program on the Internet that allows users to search for files and information.



Server
A program or computer that provides services to other computers.



TCP/IP
Transmission Control Protocol/Internet Protocol – a set of protocols that control how data transfers between computers on the Internet.



URL
Universal Resource Locator – A Web address.



Viewer
A program that displays or plays files that you find on the Web.



Virus
A program that duplicates itself and travels between computers.  May be a nuisance or a serious problem.  Be careful of programs or files from an unknown source as they may carry viruses.



WAIS
Wide Area Information Server – A system that can search data bases on the Internet for information.



Web or WWW
World Wide Web – A hypertext system that allows users to travel between linked documents, following any chosen route.  WWW documents contain topics that lead to other documents.

NETIQUETTE

When using the Internet you are a member of the global community called Cyberspace.  Here are some rules of Internet Etiquette to remember.  More information may be found at http:\\www.pworld.net.ph/beginner.html

1.
Unsolicited mails (spams) are frowned upon on the Internet.  Never send unsolicited mails if you do not want to be flamed (receive hate mail).  Examples of unsolicited mails are mass advertisements, chain letters, etc.  In some countries, including the US, sending spam is against the law and is punishable by a fine of $500.00.

2.
Always sign your Email.  Never use anonymous mail to harass anybody.  Email is traceable.  You do not want to be on the receiving end, so don’t do it!

3. 
Capitalize words only to highlight an important point or to distinguish a title or heading.  *Asterisks* surrounding a word can be used to make a stronger point.  Capitalizing whole words that are not titles is generally termed as SHOUTING!

4. Be professional and careful what you say about others.  Email is easily forwarded.

5.
Cite all quotes, references and sources and respect copyright and license agreements.  It is considered extremely rude to forward personal email to mailing lists or Usenet without the original author’s permission.

6.
Be careful when using sarcasm and humor.  Without face to face communication, your joke may be viewed as criticism.  Emails do not convey emotions very effectively.  An intended joke may be misconstrued by the recipient.  You can use “emoticons” like ( happy face to denote humor.

The Ten Commandments for Computer Ethics

1. Thou shalt not use a computer to harm other people.

2. Thou shalt not interfere with other people’s computer work.

3. Thou shalt not snoop around in other people’s files.

4. Thou shalt not use a computer to steal.

5. Thou shalt not use a computer to bear false witness.


6. Thou shalt not use or copy software for which you have not paid.

7. Thou shalt not use other people’s computer resources without authorization.

8. Thou shalt not appropriate other people’s intellectual output.

9. Thou shalt think about the social consequences of the program you write

10. Thou shalt use a computer in ways that show consideration and respect.

Emoticons

For more, see http://209.144.168.10/resources/dictionary/emotions.html
Emoticon
Meaning
Emoticon
Meaning

:-)
Smiley face, happy


:-X
Kiss, or my lips are sealed

:-(
Frowning face, sad


(:-*
Kiss

:-|
Bored, indifferent


=^*
Kisses

:/)
Not funny


>:)
Little devil

:C
Astonished


8:-)
Wizard

:-r
Sticking out the tongue


*<:-)
Santa Claus

>:-<
Angry, mad


0:-)
Angel

(:-&
Angry


[:]
Robot

}:[
Angry


]:->
Devil

:.(
Crying


/\/\/\
Laughter

:,(
Crying


^ ^ ^
Giggles

:~/
Confused


|-O
Yawn

=O
Surprised


}{
Face to face

:>
What?


=====:}
Snake

:@
What?


;-)
Wink

(::()::)
Bandaid, meaning comfort


@>--->---
Long-stemmed rose

^5
High five
{{CT}}
Hugs, to person named in brackets

1. After completing this course, I am better prepared to [course concept] at a Disaster Field Office.

(  Strongly Agree
(  Agree
(  Disagree
(Strongly Disagree

Comments:

2. The most effective part of this course was:

3. Please add specific comments on how this course could be improved:

4. Overall, how would you rate this course:

(  Poor
(  Adequate
(  Good
(  Very Good
(  Excellent

Comments:

List additional comments on the back of this page.

Thank You!
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