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Master Lesson Plan

Subject:
The Internet & How to Use It
Instructor Prerequisites: upbeat, sales-oriented

Grade Level:
Beginner (competent computer/keyboard/mouse skills)

Objective:

Students will learn:

1. How the Internet Came Into Being

2. Basic Internet Terminology

3. How to “surf” the Web including “shortcuts”

4. How to create an E-mail address

5. How to Use E-Mail

Classroom Set-Up:

1. Internet Access to each computer via cable modem

2. LCD/in-focus projector for Instructor

3. Set up demo challenge: dial-up vs. cable via canned demo on 1 TV or live demo w/dial-up on 1 TV and cable modem on 1 TV

4. Hang MSO/Internet Classroom banner

5. Slide show presentation on CILC site’s server (password protected) or facility’s server

Materials/Preparation:

Soft Copy Word Documents

1. “Invitation” to Internet Classroom (to be used as attachment which they will send to their friend/family member’s email address)

Student Folder Contents

1. Cover letter

2. Popular Web Site list

3. Glossary

4. Instructions for getting a free E-mail address

5. Instructions for navigating the Internet more easily

6. “Tell A Friend” Discount Certificate

7. Retail Discount Certificate(s)

Instructor Folder Contents

1. Lesson Plan

2. Copies of hand-outs

3. Students’ diplomas (completed from registration sheet)

4. HSD sign-up sheet w/ appointment calendar

5. HSD brochure for purchasers (congratulations!)

Prep for Computers (prior to each class):

1. All computers must have sound cards.

2. Cache all web sites that will be used during class to facilitate fastest speed possible.

3. Ensure that the learning facility has no filters in place blocking ability to create free yahoo or mail.com email addresses.

Content:

Introduction

Hi, this is the Internet Classroom for Beginner-level users.  My name is _____ and I am an instructor here at (CLC).

This Internet Class is presented by (MSO), your local cable communications provider, and Cisco Systems, the leader in Internet delivery, and the company powering (MSO)’s high speed Internet service.  You are most familiar with (MSO) as providing local and satellite television service.  Today, (MSO) is also a high speed Internet service provider!

Up until a few years ago, people were only able to gain access to the Internet over slow phone lines.  Cable television companies, already using the most flexible and fattest communications pipeline available, have re-engineered their cable systems to offer a better Internet experience to their customers through their high speed pipeline.  In 199_, MSO integrated Cisco’s Internet equipment into their system and introduced (MSO/ISP) high speed Internet service.  That’s the service you’ll be using in this class today/tonight.

During the next two hours you will learn a number of new activities and skills on the Internet.  We think that by the time you leave here today/tonight you not only will have discovered how to better use the Internet but you will discover the excitement of using a high speed service that’s always on!  (MSO) is so sure that you’re going to love this service, that you’ll have the opportunity to sign up at the end of class at a very special introductory rate.

So let’s get started… we will cover four areas:

1. Internet History and Basic Internet Terminology

2. Shortcuts

3. How to “surf” the Web

4. Email: creating your Email address and Email communications

History of the Internet

In the late 1960’s the U.S. Dept of Defense designed an internetwork of computers that could function even if one or more of the computers were disabled.  They set up a system of communications rules – protocols – called TCP/IP (transmission control protocol/internet protocol).  Any computer network communicating in TCP/IP can talk to any other.

This protocol worked so reliably that other government agencies as well as those groups doing business with those agencies applied it to their own networks.  The government, defense contractors, universities and scientists often needed to share information so they connected all of their computer networks to one TCP/IP inter-network.  That was the beginning of the Internet.  Today there is such a wide range of easily accessible hardware and communications options that over 70 million people on every continent use it as a source of information, entertainment and communication.

Basic Terminology

Most of the information you will access is stored on computers called servers.  Servers are computers that store information for use by clients.
A client is a computer program that knows how to communicate with a like minded server to use the information stored on that server.  For example, when you’re on the Internet you use a client program called a Web browser, like Netscape Navigator or Internet Explorer, to communicate with a computer where Web pages are stored – a Web server.

Each type of activity you do on the Internet involves a different type of client and server.  You need an email program to communicate with email servers, a newsgroup program to communicate with newsgroup servers.  It’s the different kind of clients and servers that enable you to do different activities

In your folder, we’ve included a glossary of popularly-used Internet terms to assist you in the lingo of the Internet.  As we go through this class and I introduce these terms to you, I will define them in context.

The Two Most Popular Activities: Web Browsing and Email

Browsing/”Surfing” The Web

TO DO:

With cable’s “always on” feature, you don’t have to “what is called “dial-up” or connect to the Internet.  Look for the <HSD> icon on your desktop and click.  This will open your Web browser.  There are basically two Web browsers that are used in connecting to the Web – Netscape Navigator aka Netscape Communicator and Microsoft’s Internet Explorer.  <MSO-ISP” uses xx and you’ll see their home page appear.

Home Page:  Two definitions

1. The Web page that an Internet Service Provider (ISP) like AOL or Web browser like Netscape or IE automatically goes to as soon as you open it and connect to the Internet.  It often contains useful information like local news, weather and links to other pages with information about your community.

2. The Web page that serves as the “store front” for any company or organization, i.e. cnn.com (customize).

Links: an object in a Web page that when “clicked” on, will take you to another page (or another part of the page you’re on.  Links appear as a block of text or a picture.

Web Page Address aka URL (Uniform Resource Locator): official name for the address format that tells your Web browser where to go.  It never contains an @ symbol but is made up of several parts separated by a single forward slash (/).

www.cisco.com/cable/solutions/residential.html (customize)

http://dailynews.yahoo.com/h/ts/nm/
yahoo-news-top stories (customize)
server address/directory/directory/web page filename

The file name of the actual Web page is residential.html (customize) (Web page files generally use a html or htm extension).  That file is stored in a directory or folder called solutions, which is stored in the cable directory.  These directories are stored on a Web server whose Internet address is www.cisco.com. (customize)
TO DO:

1. Look at the toolbar area.  The address you see is the address of your home page.  You will always find the address of whatever page you’re currently viewing here.  This location is also the area that you’ll type addresses where you want to go.

2. Before you type an address:

If you click once in the address box, the whole address is highlighted, meaning whatever you type next will replace that address.

If you click twice, the edit cursor appears there so that you can edit the address.

3. Now, click once in the address box.

4. Type the URL www.cisco.com (customize)
5. Press Enter. (customize) Web site appears

Using Links and Shortcuts

URLs are like cars – they take you directly to a particular place.  Links are like the bus – they take you into a neighborhood.

When you go to a general neighborhood, you’ll either want to continue forward or, noticing it’s not exactly where you expected to be dropped off, you’ll want to go back to where you came from.

The most important buttons on the toolbar are these four: Back, Forward, Home, Stop

Back retraces your steps, taking you back one step at a time until you reach the very first page you visited.

Forward reverses the action of Back.

Home takes you from anywhere directly to the page configured as “home”.

Stop immediately stops whatever the browser is working on and awaits your next command.

Practice Using Links and Buttons

1. Find an interesting link on the (customize) web site and click it.

2. A new page opens, the one the link you clicked point to.  Click Back to return to the top (customize) page.

3. Click another link on the (customize) page.  On the page that appears, find and click another link.

4. Click Back twice to return to the top (customize) page.

5. Click Forward twice.  You go ahead to where you just came back from.

6. Enter another URL: (customize)
7. From the (customize) page, click Back one.  You return to a page at (customize).

8. Click home.  Welcome Home.

If you want to see a history of the sites you’ve been today, put the cursor arrow on down arrow located to the right of the url field and click.  You will see a list of about the last set of sites you have been to.

Frames are two or more separate panes.  Each pane in a frames page contains its own separate Web page enabling each pane to operate independently.  To make one of the frames “active”, click on it.  While it’s active any buttons you use will affect only that frame pane.

Popular Web Sites

Weather:
accuweather.com

Stock Quotes:
schwab.com, fidelity.com

Movie Reviews:
siskel-ebert.com

Entertainment:
citysearch.com, 

Travel Rez:
lowestfare.com, travelocity.com

Books, etc.
amazon.com, barnes&noble.com

All-In-One
yahoo.com, msn.com, netscape.com, excite.com

E-Mail

The number one activity people use the Internet for is E-Mail.

Letter



Telephone

E-Mail

Delivery
Slow



Seconds

Seconds

Materials
paper, envelope, stamps
none


none

Delivery Cost
weigh and stamp

local/long distance
unlimited

Corrections
Awkward


n/a


simple

Saving

File cabinet


n/a


Disk File

Duplication
Difficult



n/a


Simple

Address
Must be current


Must be current

Unchanged

Time Zones
Days/Weeks (overseas)

Cognizant

Immediate

Alert

Postman


Ringing


You Decide

Attachments
Copy, extra postage

n/a


Simple            

Your Address:

username @ domain (includes .com, .net or .org)

Web-based Free 

Email Addresses:
Browsers


Portal (point of entry)



(personal, private, 
netscape.com (WebMail)
excite.com
altavista.com

permanent)

msn.com (hotmail)

snap.com
yahoo.com








lycos.com

Folders:
Inbox
Lists messages you have received

Outbox
(or “Unsent”) messages you have composed but saved for sending later Sent
Lists copies of messages you’ve sent, for your reference

Deleted (or “Trash”) lists messages you’ve deleted from any folder

To switch among folders, click a folder name in the panel along the left side of the window.

Displaying a Message

Single-click the message in the list to display it in the preview pane in the bottom of the window

Double-click the message in the list to display it in its own message window (full screen)

Composing/Sending a Message

Header:

contains recipient’s email address and the Subject

Body:

the text which you compose in the large pane of the message window

1.   Click the “New Mail” or “Compose” button

2. Type the email address of the person to whom you’re sending the message in the “To” line.  Now to get to the “subject” line you use the TAB key on your computer keyboard.

3. Type a short meaningful subject for your message in the “Subject” line.

4. If you’d like to send the message to others, enter their addresses in the “Cc” line (carbon copy).  Once again, use the TAB key to jump to the field below.  If you want to go back up from whence you came, you can use a shortcut by holding down the “shift” key and hitting the “tab key”.  Let’s try that.

5. Type your message in the large panel.

6. Click on “Send” when you’re ready.  Some email programs may hold messages, allowing you to compose all your messages “off-line”, and send all of them in one step.

Receiving Messages

When others send messages to you, your service provider’s mail server holds them until you choose to receive them by clicking the “Get Msg”, “Check Mail” or “Send/Receive) button.

Messages you have not yet read appear in bold type.

Replying and Forwarding

Reply means sending a message back to someone from whom you’ve received a message, to respond to that message.  Any attachment to the original message will not be included.

Reply All creates a reply to the person who sent you the message plus everyone else in the email’s recipient list (cc and bcc).  Any attachment to the original message will not be included.

In the message window of a reply, the To and Subject lines are automatically filled in for you with the original message’s information.

Forward passes a copy of a message you’ve received to a third party, including attachments.

In the message window of a forward, the To line is blank but the Subject line has the original message’s subject printed.

Address Book

For those people who you want to correspond with frequently, you can create a directory containing their names, email addresses and other information.

When you’re ready to compose a new message to one of them, you can simply choose the name from your address book and their address is automatically entered in the “To” field.

Attaching Files to Email Messages

An attachment is any type of file – a picture file, word processing document – that is attached to an email message so that it travels with the message.  It’s like paper clipping something to your note or cover letter.

(Since you don’t know if an attachment carries a computer virus, save the attachment as a file separate from the message, then scan the file for viruses using a program like Norton AntiVirus or McAfee VirusScan.)

We’ve created two documents that you can send to your friends or family.  They are both located on your desktop.  Let’s take a look at them now.

First, click on the “W” Microsoft Word icon on your bottom toolbar.  Now let’s go to “File” on your top toolbar, click on “Open”, click on the “Look In” field button and select “Desktop”.  Now find the folder that says “Beginner”.  Double click on that folder and you’ll see two documents.  Let’s open the one marked “Invitation”.  You can use this document to practice the next exercise, which is emailing to someone on the list of email addresses you brought with you that you’d like to invite to our next “beginner” class.

So let’s start the exercise.  First close the document by going to clicking on the “X” or going to the “File” and selecting “Close”.  Now go back to the bottom toolbar and click on “Mail.com” to get back to your account.  Now…

Practice:

1. Compose and address a message to one of your friends using the email addresses that you brought with you today.

2. Now click the “Attach” (paper clip) button.

3. Select the file to attach, let’s practice with a document that I put on your desktop called “Invitation”.  Find this word document then click the dialog’s “Attach” button.

4. Send the message (you may click “Send/Receive” to receive the message)

5. In the header of the received message, you’ll see an icon and file name representing the attachment.  To view the file, double-click the icon.

6. If you want to save the attachment separate from the message, choose “Save As”.  Let’s practice doing that.  Choose “Save As” from the “File” heading on your top toolbar.  Let’s save it to your desktop.  Click “OK”.

Practice on Fun Web Sites

Send Greeting Cards:
bluemountain.com, americangreeting.com

Air/Hotel Bid:

priceline.com

(I got my cross-country tix from SF to NY one week in advance for $330 versus $620+ direct to airline price)

Auction:

ebay.com


(Lady got better price from the same dealer through ebay then when she went


into the dealership!)

Opportunity Knocks
Well, you’ve now learned how to use a search engine, surf the web and email attachments.

We’ve included written instructions for each of these activities in your folder so that you can use them when you get home or share them with friends and family.  In your student folder you’ll also find two hand-outs – one, a glossary of common internet terms and the other, a set of popular web sites to help you further enjoy the Internet.

Throughout this class, you’ve been using the high speed Internet service provider (ISP) from (MSO).  Because cable is the fattest pipeline, you got your information downloaded to you very very quickly… a hundred times faster than through your regular phone line at home.

Demo

Let me show you the difference between a regular phone connection and the cable modem connection we have here.  (Go over to demo area.)  We’ve connected this computer to a phone modem and this one to a cable modem, the same model you’ve used tonight.

Let’s go to a popular site called moviefone.com.  First of all, to connect to the Internet through your phone line – here we subscribe to (ISP) for $20/month – we have to go through these windows to get to the dial screen, then dial and hope that it’s not busy.  How long did that take?

Now we’ll go to the moviefone.com site.  In fact, to give the phone connection a head start, let’s start with that computer, put in the address…  And while we’re waiting for that to come up, let’s get on to the cable connected computer. In contrast, your cable is a dedicated line that’s always connected so you just click on the (ISP) icon and you’re in.  No time at all.  Now let’s enter moviefone.com, press enter and… voila… there she is!

Now that we’ve got both up to the same screen we’re going to view a movie trailer.  Which one of these four do you want to check out? (Take quick vote.)

OK, now I need ____ (get one of the better students from the group) to come up here and hit the cable connected PC at the same time I hit the phone-connected PC to initiate the “SPEED CHALLENGE”.  On three…. 1…2…3…

There you go, see it for yourself.  And just think of how much more time it would have taken if I hadn’t already downloaded “RealVideo/Quicktime” before the class.  The phone-connected PC would still be installing the video plug-in!

So, with (MSO/ISP), you not only get a faster connection, but you never (SHOW SLIDE)

1) Never have to wait to dial-up your ISP

2) Never have a busy signal;

3) Never tie up your phone line; and

4) Never have to install a separate phone line for your Internet service.

Let’s check out the price difference too. (SHOW SLIDE)




Phone

Cable





One-Time Charges

Installation

$0-

$150

Phone Modem

$100-150
included in monthly subscription



Monthly Charges

ISP Subscription
$22.95

$39.95

Dedicated Phone Line
$
avg
n/a

Local/LD Phone Chgs
$
avg
n/a

Now for TONIGHT ONLY, WE HAVE A DEAL FOR YOU!

For those of you who would like to sign up for the @Home service, (MSO/ISP) right now

(MSO) will install your (ISP) service FOR FREE! (SHOW SLIDE that “x”s out the $150 and says “FREE”).That’s a savings of $150 on the installation price.

Then, to get you on your way, (MSO) will give you their fantastic (ISP) service for only…




Phone

Cable




SAVINGS

One-Time Charges

Installation

$0-

$150




$150

Phone Modem

$100-150
included in monthly subscription

$100-150









Subtotal
$250-300

Monthly Charges

ISP Subscription
$22.95

$19.95/mo. For first 3 months!

$

Dedicated Phone Line
$xxx
avg
n/a

Local/LD Phone Chgs
$xxx
avg
n/a

$19.95/month for the first three months!  And, if that isn’t enough, included in your folder are more ways to save.  If a friend of yours signs up, you’ll get another month of service… FREE.

Need a better PC?  There’s a certificate for $ at Fry’s Electronics/for a Gateway PC.  If you want to purchase your own cable modem and reduce your (ISP) monthly subscription charge to $xx.xx there’s $xx.xx rebate on (brand)’s cable modem.

And if you liked this class you’ll love the fact that with your subscription you get a weekly dose of on-line tips and techniques on the (ISP) web site that continues to enhance your understanding and enjoyment of the Internet!

So let me tell you one more time.  Get your subscription ordered tonight and you’ll get (SHOW SLIDE)

FREE (ISP) Installation!

$19.95/month for the first 3 months

100x PHONE SPEED

ALWAYS ON

NEVER BUSY

NO HIDDEN CHARGES

So all those that would like to sign up tonight, please come up and put your name down now.

Thank you for your time today/tonight, you can pick up your class certificate on your way out and have a good day/evening!

- END -

Disclaimer

Certain exercises that you’ve customized in this lesson plan will be extracted by Spectrum Marketing to form the course handouts.







