MODULE 10

  MAKING COMPUTERS WORK FOR YOU

The computer is the basic device that will connect you and the telecenter users to the Internet where you can get further connected to relevant and useful information, and to relatives, friends and colleagues who are far away.

The computer is a powerful electronic tool that can also assist you in keeping track of your finances and your daily administrative tasks for the telecenter. Jobs such as writing letters or grant proposals, and developing pamphlets and flyers to advertise the telecenter’s services in the local community can be quite simple with the use of a computer. 

Computer technology is continuously advancing, new computer terms are regularly being created and sometimes the novelty of the computer can make computer terminology confusing. We explain some of these computer terms in this module. In addition, we have included a short glossary of computer terms at the end of the module. The glossary is short, but it is a good foundation for your daily computer uses.

As telecenter managers or staff, you may decide to provide computer and Internet access to the members of your community. This is a wonderful idea; however, the focus of this module will not be on how much to charge for these services or how you can make them available to your clients. Rather, this module will focus on how the computer can be used by the telecenter manager and staff for daily telecenter management. It can also be used for training new telecenter staff members and for training people in the community to use the computer and Internet.

Therefore, the purpose of this module is to:

· help telecenter staff members review some of the basic tools in the computer and information technology system
· provide some suggestions for using computers and software in telecenter management
· provide basic material for training and orientation sessions for people in the community who want to obtain the benefits of information technology. 
1.  THE COMPUTER

A computer consists of hardware and software. Hardware refers to the actual parts that make up the computer: the hard drive, the monitor and screen, the keyboard, mouse, etc.

Software refers to the programs saved in the computer’s memory that allow you to compose letters, organize a budget, create brochures, log on to the Internet, etc.

There is a wide range of computer software applications available on the market.  Software applications that may be most suited for the telecenter include word processing and spreadsheets. Here are some examples:

Word processing applications. These programs are useful for writing letters, manuals and texts. The programs are based on the traditional typewriter and are word-based. Recent programs also allow you to import graphics into your text. Common applications include Word, WordPerfect and Works. 

Word processing applications are useful for developing materials needed for your training sessions (refer to the training module), for recording and compiling your needs assessment data (refer to the module on needs assessment), and for recording your centre’s marketing strategies and growth plans.

Spreadsheets. These programs are useful for administrative functions necessary in determining the financial sustainability of the telecenter, such as bookkeeping, detailing a budget, and keeping track of fundraising activities. These programs are also able to perform mathematical functions so that calculations used for accounting purposes become simple. The most common program is Excel.

Publishing and presentation. These programs may be useful for the training and marketing functions of the telecenter. They are helpful in producing flyers, brochures and pamphlets that can be used to advertise the telecenter and its services, as well as provide services for clients in the community. Some publishing programs include PhotoShop, Publisher, PrintShop and PowerPoint.

2.  CD-ROM

A CD-ROM is a type of optical disk capable of storing large amounts of data.  (CD-ROM stands for Compact Disc – Read Only Memory.) 

A CD-ROM can be a useful source of information for a telecenter. Some helpful software programs can be found on CD-ROM. In addition, large collections of specialized information such as that related to health, agriculture and education are available on CDs. Some encyclopedic collections are also on CD. 

The large repositories of information in medicine and public health are ideal for storage on CD-ROMs. Databases, textbooks, bibliographies, tutorials, and images can be easily stored and retrieved. CD-ROMs are strong; they can withstand adverse weather conditions and can be used repeatedly without being damaged.

There are several advantages of CD-ROMs:

· they can provide easy access to large databases of information

· they are easy to search

· they are fast to use

· they are not easily damaged

· they can be used on any computer with a CD-ROM drive

· they are easily available


· there are no telephone costs

· they are available in multimedia, i.e., they can contain sound, visuals and movement

The disadvantage of CD-ROMs is that data may not be completely up-to-date, and newer versions or subscriptions to CD-ROMs can be expensive to acquire. 

CD-ROMs are stamped (recorded/burned) by the vendor, and, once stamped, they cannot be erased and filled with new data. 

To use or “read” a CD, you need a CD-ROM player. Most computers today come equipped with a special drive for reading a CD-ROM. All CD-ROMs conform to a standard size and format, so you can load any type of CD-ROM into any CD-ROM player. In addition, CD-ROM players are capable of playing audio CDs, which share the same technology. 

3.  ABOUT THE INTERNET

The Internet, often called "the Net," is a worldwide system of computer networks most commonly used for communication and information access.

There are many Internet services and applications that allow for the exchange of information between individuals and organizations. These include E-mail, the World Wide Web (WWW), Chat Rooms, Mailing Lists, Newsgroups and others. 

Many people use the terms “Internet” and “World Wide Web” interchangeably, but the WWW is actually just one part of the Internet.

The Internet is useful to the telecenter manager for a number of reasons:

· It can increase access to information to improve telecenter management and increase the telecenter’s success and ensure its long-term presence in the community.

· It can create more opportunities for cooperation and communication with colleagues and experts across greater distances.

· It can increase access to more information for the local community and improve the local standard of living. For example, one may be able to locate information quickly about ways to reduce mosquito-related diseases in the community by contacting experts across the world. 

· It can increase efficiency, e.g., the Internet can increase the rate at which you or local officials can communicate with colleagues and gather information necessary for community projects. Work can therefore be completed more readily.

The Internet is often described as “electronic” or “digital.” This refers to the fact that the Internet is set up on a numeric code that transforms these number codes into text, images and sound. 

3.1 How do I connect to the Internet and choose an Internet service provider? 

Most often, users connect to the Internet through an organization or company called an Internet Service Provider (ISP) that has a direct connection to the Internet. The two most common types of Internet connections that an ISPs offer are real-time or store-and-forward. 

Real-time Internet Connection
If you have a real-time Internet connection, your ISP connects you to the Internet using normal or specialized telephone lines. This type of connection permits easy access to all of the Internet tools for accessing information and communicating with others. 

Store-and-Forward Connection 

Store-and-forward technology allows users to exchange e-mail using normal telephone lines. If you are using a store-and-forward system, you compose your messages and store them on your own computer until you are ready to connect to your ISP using a modem. By connecting to your ISP, you trigger an exchange of messages. Your outgoing messages are transferred to your ISP, and from there to the Internet.  

We can illustrate this process of sending e-mail from the originator to the receiver with the following model:  
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The process of conducting a web search is somewhat different. This process, which all takes place in a matter of seconds, is illustrated in the model below.
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3.2 What equipment do I need?

There are two basic pieces of equipment that you will need to send and receive electronic messages on the Internet: a computer and a modem. 

A modem is a device that connects a computer and a telephone line and permits the computer to transfer and receive data between itself and other computers.  

It is advisable to protect your computer and modem from damage caused by electrical surges over telephone lines, which may occur during rainy seasons or storms, by using a surge protector or an un-interruptible power supply (UPS) that includes surge protection.

In areas where telephone services do not exist or are unreliable, satellite or radio transmission can be used to provide the connection. However, a satellite connection is an expensive option and requires a satellite dish. The United Nations Economic Commission for Africa uses satellite signals for Internet access. Most access, however, will be dial-up access, i.e., will function with the use of telephone lines.

3.3 How do I find out what software I need?
In order to send and receive messages electronically, you will need communications software on your computer that will help you connect to your ISP provider. This software will be on a computer or a CD-ROM. Your communications provider will usually provide you with the necessary software or direct you where to find it when you establish your account.

3.4  Assessing and comparing ISPs

Here are the key items to investigate when you are choosing a prospective ISP:

· Equipment costs

For example, how much does a modem cost? Do I have to pay for telephone line installation?

· Modem speed

E.g., what is the speed of the modem connection? What modem speed should I purchase 14.4, 28.8, 33.3 or 56.6 kbps (kilobits per second)? (The higher the number, the faster the connection.)

· Software

E.g., will the ISP provide start-up software? How would I load the software?

· Service costs

E.g., will the ISP charge me monthly, annually or by hour?  How many e-mail accounts will you give me? How much web space will you give me without charge? How much does extra web space cost?

· Telephone charges

E.g., do I pay telephone bills separately from the ISP connection time? 

· Service support

E.g., how can I contact the ISP if I have a problem with my Internet connection? 

· Experience and reputation for good service

E.g., what has been the experience of other clients with this ISP? How reliable are the people who work at the ISP about computers?

· Length of time in business

E.g., how long has this ISP existed? 

If possible, ask your friends and colleagues what their experience has been with various ISPs.

4.  E-MAIL

E-mail (electronic mail) is the most basic of the electronic communication tools, allowing individuals to send and receive messages electronically. E-mail messages are usually in plain text.  However, e-mail also allows you to retrieve information from automated computer programs, such as banking databases, and send and receive graphics and audio files. A file is a collection of electronic records or documents. E-mail can take the form of person-to-person exchanges, or can be distributed to large groups of individuals simultaneously through mailing lists and discussion groups.

There are a number of advantages to using e-mail over other forms of communication. With e-mail you can: 

· Get rapid responses to your questions; 

· Send messages to one or more persons simultaneously; 

· Communicate relatively inexpensively; 

· Exchange messages when it is convenient without regard to difference in time zones; 

· Communicate directly with individuals, allowing relations to develop more rapidly, and letting people share information more freely; 

· Save the time and resources involved in printing and postal mailing; 

· Store information on your computer for future reference or use; 

· Participate in e-mail discussion groups. 

Some of the disadvantages of e-mail are that it is presently not available in all languages, and it requires computer skills. However, these skills are easy to learn with some time and practice.

4.1 Main E-mail functions
E-mail accounts are easy to set up. Most ISP’s offer free e-mail service along with your connection. You can also subscribe to “web mail.” Web mail refers to free e-mail service on the Internet.  

However, regardless of the e-mail service provider you choose, you will always have access to the following basic functions or options with e-mail.

 .

Check mail:  Pick up new mail in your electronic mailbox. In computer terminology, a

mailbox refers to the web space where your personal messages are stored.

Delete messages:  Send current message to the electronic “trash” mailbox. This option is

similar to throwing a letter into a wastebasket. 

Compose messages:  Write a new message.

Reply:  Write a response to the sender of the current message.

Forward:  Send the current message to someone else. 

Open next message:  Open the next message in the In mailbox or Out mailbox.

Open previous message: Open previous message in the In mailbox or Out mailbox. 

Attach file: Attach a file to the current message or open a new message with the file 

attached.

4.2 Understanding E-mail addresses


E-mail addresses are like postal addresses. While the postal service uses an address to determine where to send a letter, the Internet decides where to send an e-mail message based on an e-mail address. 


E-mail addresses contain a user name, a host and/or domain name, and a code indicating either a top-level domain or country name. Take, for example, the following address: user@yourisp.org.uk


	                User name:
	This is the part to the left of the @ sign.  This is a name that a user selects, or has selected for him or her by a service provider or an e-mail administrator.  Often user names are a combination of a person’s first and/or last names, such as rsand. Usually, e-mail does not distinguish between capital and small (lower case) letters.



	@:
	This serves as a divider between e-mail sections.  It is pronounced as “at” and can be typed in by pressing the "Shift" key and the "number 2" key simultaneously on most computer keyboards. On some computers, a different combination of keys may be necessary to print @.



	Host and/or domain:
	The part of an e-mail address immediately to the right of the @ symbol refers to the name of the server or ISP where the mail is to be sent.



	High level domain:
	The high level domain designates a type of institution.  For example, ".org" is an organization and ".edu" is an educational institution.



	Country code:
	A country code designates the country of origin. In the example, uk is the United Kingdom. The country code for Kenya is ke. (Not all e-mail addresses have a country code.)




4.3  E-mail etiquette

	Criteria for writing good e-mail messages

	1)
Keep sentences and paragraphs short and to the point

	2)
When responding to a message, retain the original subject heading so recipient can follow the theme of a discussion unless you are changing the subject from the incoming message

	3)
Always include a pertinent subject title for the message.  This enables recipients to locate the message quickly in their inbox.

	4)
Only send messages that you would not mind seeing on the evening news.  Any message you send to anyone can be forwarded to someone else without your permission.

	5)
Avoid capitalizing since this is generally considered to be the Internet equivalent of SHOUTING!

	6)
Include your name at the bottom of messages as well as your other contact information. 

	7)
Do not use sarcasm, rudeness (flames) or complex humor.  Without face to face communication, your joke may be viewed as criticism.

	8)
Do not assume that people will understand your reference to TV, sports, pop culture, or current events in your country.

	9)
Do not keep the body of the original text in your replies, except as absolutely necessary since the more text there is in a message, the longer it takes to download.  The longer the recipient has to stay connected to their ISP, the greater the telephone and ISP charges — particularly in the developing world.


4.4  Mailing lists

Another way to communicate with large groups of people is through mailing lists.

Mailing lists are commonly referred to as: lists, mailing lists, electronic lists, Internet mailing lists, listservs, discussion groups and conferences.

Mailing lists are electronic mechanisms through which a large number of people can receive or exchange information. 

There are several types: 

· One-way mailing lists for the distribution of newsletters and bulletins. Two-way mailing lists for discussion of specific topics among subscribers. Often these are public lists and open to anyone. Private mailing lists are small and open to invited participants only. 

Listservs have several benefits:


· Not costly since messages can be read off-line. Off-line refers to your capability to read or write messages without being connected to your ISP or server. In other words, you choose to temporarily suspend your connection to the ISP or server so that you will not be charged any money for it.

· A valuable way for many people to share ideas and comments on specific topics. 

· Transcend geographical boundaries and time restrictions. 

Many organizations and individuals run mailing lists on a broad range of topics. The Web site Liszt (http://www.liszt.com) has over 90,000 lists. You and those who use the telecenter can search the site to find topics, which relate to your areas of interest. 

5.  THE WORLD WIDE WEB

The World Wide Web, or the Web, is a specific part of the Internet. The Web consists of a collection of documents called “Web pages.” 

Any item on a Web page can be formatted with a link to another Web page; these links are called hyperlinks. A series of hyperlinked Web pages create a Web site.  A Web site is a collection of web pages generally about one particular topic or organization. A Web page within a Web site will explain specific information about different aspects of a topic or organisation. These pages are connected by hyperlinks. A site may contain any number of hyperlinked Web pages. 

For example, a Web site on nutrition may have one Web page explaining the importance of a healthy diet. A hyperlink will lead to another page that explains only about fruits and vegetables, another link will take you to a different page about grains, another link will lead to a Web page on dairy products and yet another link will connect you to page about meat and meat substitutes. Together, these pages make a site. 

The initial page of a given site is called the home page. Usually, this provides a listing of many of the main pages that make up this site. Hyperlinks also allow pages to be linked to pages at other sites, so that by following a series of links, you can view a series of different pages, posted at different sites or even in different countries.

5.1  Information on the Web

There are large amounts of information on the Web, which makes it very much like a library. However there are no rules governing the quality of the information or who can publish it. Information can be very useful or very poor. The user has to be able to evaluate the quality and validity of the information. 

Most information on the Web is recent. If you are looking for the latest discussion paper in 1995, you may find it. If you are looking for material from the 1970s, you probably will not find it. You will find there is a predominance of information from the United States and in the English language. The Internet is not yet a fully global service

There are several Internet applications that you can use to navigate the Web. In computer terminology, an application refers to software or computer programs that help you perform specific tasks. Two of the most common applications, also referred to as browsers, are Netscape Communicator and Microsoft Explorer. 

5.2 Understanding Web addresses

A Web site or Web page is most commonly located using a URL. 

A URL, or a Uniform Resource Locator, specifies the location or Web address of a page on the World Wide Web. Every item on the Net, whether it be a page of text, a graphic item or a sound file, has its own URL.  

A URL is made up of four different components: the protocol, the domain name, the directory path, and the file name. Take, for example, the following address:


1. Protocol: http:// is the protocol or computer language that allows one computer to share information with another computer.   (http stands for Hypertext Transfer Protocol.)

2. Domain Name Server: www.healthnet.org/ is the domain name that refers to a computer registered as the service provider or an information provider for that particular Web site. The domain name belongs to the company that put up the Web site. No other Web site can be created with the same domain name.  Sometimes, you will find that the domain name refers to your ISP. 

3. Directory: The third part of the URL, programs/, is the directory path, which shows the location on the server where the page can be found. 

4. File: The last part of the URL, procor.html, is the file name. In this case, it is a Web page, but it could also be an image file or a sound file. 'html' stands for Hypertext Mark-up Language and is the computer language in which the page is written.


As you will see, it is not necessary for you to know all of these pieces of information to locate a particular Web site.

6.  SEARCHING THE WORLD WIDE WEB 
6.1 Entering and locating URLs 

Information on the Web can be found by typing the URL or web address of a particular site into the location window at the top of the screen on an Internet application such as Netscape or Explorer. 

To do this, you will first use your mouse, highlight the URL that may already be in the location window on your screen and then press the “delete” key. You can then type the new URL in the location window and press ‘enter’ to locate the site.

6.2 Using a search engine

On the Web, search tools are called “search engines.” They act like information retrieval tools or catalogues used in libraries.

Like Web Pages, search engines, are constantly changing because they develop new techniques for finding information. New engines also are developed. If you choose a well-respected and popular search engine, chances are it will keep up to date and provide you good service. We have listed some of the better-known search engines below, along with their URLs.  Because different search engines have different strengths and weaknesses, you may wish to use more than one search engine for a particular search.

	Search Engines
	URLs

	AltaVista
	http://www.altavista.com/xe "search tools"

	Excite
	http://www.excite.com/

	Google
	http://www.google.com/

	HotBot
	http://www.hotbot.com/

	Infoseek
	http://www.infoseek.com/

	Lycos
	http://www.lycos.com/


6.3 Performing a search

1.
Go to the Web site of a search engine, for example, http://www.altavista.com

2.
Select and enter the keywords of your search in the text box.

For example, if you want to do a search on Africa and malaria, you might want to type "Africa" and "malaria."

3.
Click the button marked “search,” “seek” or “go” (whichever is applicable).

The search engine will then retrieve Web pages and present their URLs with a short description of the information about the Web page. The URLs will appear with the best matches for your search listed first. You may then click on any of these URLs to view the information.

6.4 Specifying keywords
You should be aware that most Web searches are not topic searches but word searches. Search engines do not search for content on a given subject, but for a word or set of words. 

In order to conduct a Web search, you will need to select a word or set of words, called "keywords," which describe your chosen subject. When you submit these keywords to the search engine, it searches through the text posted on a large number of Web sites for those specific words. When it has completed the search, the search engine gives you a list of all the pages on which those words can be found.

When conducting a keyword search:

· You can specify more than one keyword by listing them one after the other.
· The more specific your keywords, the more refined and specific your search results. 

For example, you may be interested in learning about health isssue of Indian youth. If you conduct a search using “health” as your keyword, the search engine will provide you with over 12,000 web sites. This is an unrealistic number of web sites to read through, and many of them will not be related to your specific interest. Therefore, you want to narrow your search. 

You could focus your search by using the keywords “health” + “youth.” This search may provide fewer web pages but still too many to realistically sift through. 

You could narrow your search even further by typing the keywords: “health”+ “youth” + “India.” This search will provide you with fewer, more specific results related to your topic.  

Therefore, you want to narrow your search as much as possible so that you can retrieve the best information as quickly as possible. 

· If your keywords contain a phrase like "South Africa" or "cardiovascular disease" you should enclose them in quotation marks (" "). That way, the search engine will look for instances where those words appear as a phrase not as individual words.

6.5 Main Web search functions

Although there are several Internet applications, most applications share the same functions described below.

Back: Displays the previous page in the history list of your web search.

Forward: Displays the next page in the history list. Especially useful after you have used the 


     back icon explained above.

Home: Displays the home page. Home page refers to the initial page of a given site.

Search: Displays a page offering access to Internet search engines and other search services.

Print: Prints the current page displayed on the screen.

Security: Displays the Security Info window. This page lets you view and interact with elements such as encryption status, personal and site certificates, security-related applications and passwords.

Stop: Stops an ongoing search or transfer of page information.

The main ways of navigating the Web are by hyperlinks, scrolling and buttons (forward, back and home).

6.6 Hyperlinks

Any item on a Web page can be formatted as a link to another Web page; these links are called hyperlinks or just links. (We referred to links previously in our overview of the World Wide Web on page 8 as a way to connect or move to another Web page or Web site.)  A single Web site may contain any number of linked Web pages. Clicking on a link will connect to more information at the same Web site or at another Web site. Each link contains Internet location information that serves as an address of the Web site. 

Links are designated by colored underlined words or sometimes by an image. Also, when your mouse cursor on the screen is over a link, it will change from an arrow to a pointed hand. Clicking on the underlined text (or image) will initiate the connection to the linked Web site.

When you click with the mouse cursor over a highlighted word, picture, or menu link, you bring another page of information to your screen. 

6.7 Search do’s and don’ts

Because there is so much information on the World Wide Web, searching the Web requires quite a bit of patience and skill. You will reap more benefits from your Net searches if you follow a few simple suggestions. 

	Suggestions
	Explanations

	Read the site’s “how to use” section.
	No matter how wonderful a search engine is, it must be used in the way the designers intended. Each search engine has its own syntax and search algorithm. The site's "how to use" section will explain the most effective way to use the search engine.

	Be precise.
	Precise searches help the engine pinpoint the most relevant documents. For example, if you want to find information about a book, search for the title of the book rather than for the name of the author.

	Be patient.
	You might have to try out a few different searches if your first attempts are unproductive.

	Check your spelling. 
	It sounds obvious, but even the best spellers make mistakes. 


	Use capitalization where necessary.
	Don’t conduct a search on South Africa by typing south africa — a common error.

	Learn techniques to help do searches.
	use  +, - and " " for effective searches.

	Learn about each search tool.
	Learn how each search engine approaches its query. Tools are always changing. As you consult the information with each tool, you can learn about other language sites, national sites and mirrored sites that work faster in your area.

	Avoid typing errors


	Make sure not to make any typing errors in the URL or your message will not be processed. Pay special attention to preserve the case of all letters. On the Internet, we refer to upper case and lower case letters. Upper case refers to capital letters and lower case refers to small letters. If a capital (or upper case) letter is typed instead of a small (or lower case) letter, you will not be able to retrieve the URL you want. Remember to include the http:// component of the URL when you enter the get command.


7.  SAVING DATA FROM THE WORLD WIDE WEB

7.1 Bookmarking a Web site

As you use the Web you will find sites that you want to revisit. You do not have to write down the URL for those sites. You can use Netscape to record your favorite spots for you in a Bookmark file. Thus, the Bookmark file is a list of sites that you use often. In Microsoft Explorer, the file is called “Favorites.” If you are using Netscape, and you arrive at a site that you want to save, click on

1.  Bookmarks on the menu bar, then 

2. Add Bookmarks.

The URL is then automatically saved in your bookmarks. When you want to return to that particular site, you can click on the saved URL under Bookmarks.

7.2 Saving Information from a Web site

There are two main ways to save text from a Web page.  

1.  You can copy the text and “paste” it into a word processor using an application such as Word or Word Perfect.

(1) Highlight the text in the file by clicking and dragging your mouse over the desired text.

(2) Copy the text by selecting Edit. Then, in the menu, select Copy (or Ctrl + C).
(3) Open Word or WordPerfect.

(4) Paste the text into Word by selecting Edit. Then, in the menu, select Paste.
2. You can also e-mail the document and its URL to yourself or to someone else by selecting File. Then, from the menu, select Send Page and fill in the requested information.

8.  DRAWBACKS OF USING ELECTRONIC SOURCES

With most technologies there are frustrations, but these are small compared to the advantages. In using electronic sources, for example, the Internet can seem very because there is a lot of traffic on the system and information transmits slowly. The slowdown or breakdown in communication may only last a few minutes or hours. Also, the Internet is ephemeral – information is often put on and removed quickly, and the data you saw last week may have been removed or moved to another site. This is a good reason to save a copy to your hard drive or on a separate disk. And identifying sources can be difficult

9. TECHNICAL PROBLEMS

When Netscape Navigator does not find what you are looking for, the Web sends you back short – sometimes confusing – messages. It helps to understand these messages and to know what you can do. Here are some suggestions:

1.  General approach to error messages
· Read the message carefully.

· Accept that error messages are a part of dealing with the Web.

· Repeat the action you did that led to the error message in the first place.

· If the message repeats itself — write it down. That way you will be able to spell out the nature of your problem to someone helping you. 

· Check the basics. Are you hooked-up? Did you type accurately?

· Try again.

If the problem persists, check the notes in this section; decide if you need help.

If you need help, call your ISP, a colleague, or a friend.

2.  No DNS entry

You might receive the message below after you type a URL in a browser’s location toolbar:  

Error message: no DNS entry
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It means that your server did not locate the site you are searching. This may be due to factors such as the connection between servers is too busy with other Internet traffic, you typed the URL incorrectly, or you lost your telephone connection. Follow the steps recommended at the beginning of this section.  

3.  404 error

If you type the wrong URL in the location toolbar of your browser, you will receive an "error 404" message. The message will read “File Not Found.”

This means your server located the site but not your specific URL. You can try to change the ending of the URL, or go to a higher level of the Web site by shortening the URL. For example, if you searched Netscape.com/downloads/ and got an error message, you could delete the last part of your URL (/downloads/) and simply search “Netscape.com” and see if there is a link to the resources you need.

10.  INTERNET SECURITY

Information traveling between your computer and a server can be routed through many computer systems. Any one of these computer systems could capture and misuse your information. 

Protect your information by dealing with secure sites. Your application may have security warnings that you can turn on to indicate if sites are not secure. 


You can also tell when you have a secure connection by looking at the location (URL) field.  If the URL begins with https:// (instead of http://) the document comes from a secure server. The key image in the bottom left corner also indicates a secure site. If the key is broken, the site is not secure.

11.  SUGGESTIONS ON USING ELECTRONIC SOURCES FOR INFORMATION

· Become familiar with electronic sources early in your research. Bear in mind that becoming proficient with computers requires an investment of your time. If you leave your computer search to the last minute you will probably experience frustrations. So plan ahead. 

· Don’t expect one source to be comprehensive.

· Electronic sources add to other research avenues that you have available. No one information source is complete. Use Internet information to support other information. 

· Don’t worry ( you can’t break anything! When people are new to computers they worry about making mistakes and damaging the machine. Computers are resilient. Electronic information is well protected. The worst that can happen if your computer freezes, i.e., your computer no longer accepts the clicks of your mouse or keyboard commands, is that you have to switch the machine off and start again.

· Assume that all documents are copywritten.

· Do not accept what you read on the Web as being the absolute truth. Think critically about everything you read on the Web. Someone once said that getting information from the web is like getting drinking water from a firehose: you often don’t know what the source is.
RECOMMENDED WEB SITES

Organizations and institutions:
Centers for Disease Control and Prevention (CDC) 

http://www.cdc.gov

The Cochrane Collaboration

http://www.cochrane.org/

The Cochrane Collaboration is an international organization that aims to help people make well-informed decisions about healthcare by preparing, maintaining and promoting the accessibility of systematic reviews of the effects of healthcare interventions. The Systematic Reviews are available at no charge.
Harvard AIDS Institute

http://www.hsph.harvard.edu/hai/

Healthlink Worldwide

http://www.healthlink.org.uk

Healthlink Worldwide works to improve the health of poor and vulnerable communities by strengthening the provision, use, and impact of information.

National Library of Medicine

http://www.nlm.nih.gov/

Program for Appropriate Technology in Health

http://www.path.org/

PATH, the Program for Appropriate Technology in Health, is an international, non-profit organization whose mission is to improve health, especially the health of women and children.

UN AIDS

http://www.unaids.org/

World Health Organization

http://www.who.org

International Development Organizations

International Development Research Council

http://www.idrc.org/

The International Development Research Council (IDRC) is the world's leading professional association for managers of corporate assets including corporate real estate, facilities, information technology, human resources, finance and other support units that define corporate infrastructure.

UNICEF

http://www.unicef.org/

United Nations

http://www.un.org

United Nations Development Programme

http://www.undp.org/

United States Agency for International Development

http://www.info.usaid.gov/

World Bank

http://www.worldbank.org

Specific information
AEGiS: The largest HIV/AIDS Web site in the world

http://www.aegis.com/

Infectious Disease Specialty Supersite

http://pages.prodigy.net/pdeziel

Malaria: An Online Resource

http://www.rph.wa.gov.au/labs/haem/malaria/index.html

Pediatric Infectious Diseases

http://www.pedid.uthscsa.edu/

Reproductive Health Outlook (RHO) 

http://www.rho.org
RHO is produced by PATH and is especially designed for workers in low-resource settings.

Electronic Networking

African Internet Connectivity

http://www3.wn.apc.org/africa/

Network Startup Resource Center

http://www.nsrc.org/

The Network Startup Resource Center (NSRC) is a non-profit organization involved with the deployment and integration of appropriate networking technology in various projects throughout Asia, Africa, Latin America and the Caribbean, the Middle East, and Oceania.
Health Statistics by Country

http://www.worldbank.org/data/countrydata/countrydata.html

http://www.odci.gov/cia/publications/factbook/country.html

http://www.unicef.org/statis/

http://www.who.int/whr/

Medical Journals

African Journal of Reproductive Health

http://www.hsph.harvard.edu/ajrh/index.html 

British Medical Journal

http://www.bmj.com

Journal of the American Medical Association

http://www.jama.com

The New England Journal of Medicine

http://www.nejm.com 

The Lancet

http//www.thelancet.com

Internet Directory and Resource Site: Medical Journals

http://www.sciencekomm.at/journals/medicine/med-bio.html

Conference Announcements
Doctor’s Guide to Medical Conferences and Meetings

http://www.pslgroup.com/MEDCONF.HTM

Glossary
Bookmark

A pointer to a particular Web site. Within browsers, you can bookmark interesting pages so you can return to them easily. 

Browser 

Short for Web Browser; it's the tool (program) that allows you to surf the web. The most popular Web Browsers right now are Netscape Communicator and Internet Explorer. 

CD-ROM

A type of optical disk capable of storing large amounts of data.

Chat Room 

A place on the Internet where people go to "chat" with other people in “rooms.” The rooms are usually organized by topic. When you're in a Chat Room, you can view all of the conversations taking place at once on your screen.  You can also get into a private chat room where only you and one or two others may write to each other.

Cookie 

A "cookie" is an Internet site's way of keeping track of you. It's a small program built into a web page you might visit. Typically, you won't know when you are receiving cookies. Ideally, a cookie could make your surfing easier by identifying you, tracking sites you visit, topics you search, and get a general feel for your preferences. This can make surfing easier, faster, more personal, and more efficient. It can also be used to collect your e-mail address for marketing (spamming) purposes. You can set your browser to warn you before you accept cookies or not accept them at all. Check your (advanced) browser settings. Keep in mind that some secure sites won't work if you don't accept their cookies. 

Cyberspace 

Term used to describe the Internet. 

Domain Name 

The highest-level name of the web site. A site does not have to have its own domain name. 

Download 

The transfer of information from the Internet to your computer. Every time you instruct your computer system to retrieve your mail, you are downloading your mail to your computer. You may also download programs to your computer. However, be careful about downloading files or programs from a site in which you are not familiar. You could download a virus and never know it until it's too late. 

E-mail 

Electronic mail. This tool is usually provided by your ISP.  It allows you to send and receive mail (messages) over the Internet. 

File

A collection of electronic records or documents.

FTP 

An acronym for File Transfer Protocol. It's the tool you would use to transfer files through the Internet from one computer to another. For example, you would use an FTP to upload your web page from where you built it to a web site so that others can look at it. 

HTML 

Hypertext Mark-up Language. HTML is not really a programming language, but a way to format text by placing marks around the text. For example HTML allows you to make a word bold or underline it. Early word processing programs used to work this way. HTML is the foundation for most web pages. 

http 

Hypertext Transfer Protocol. A protocol that tells computers how to communicate with each other. You will notice most Web page locations begin with "http://" 

Hypertext 

Text on a web page that links the user to another web page. The hypertext or links will usually be a different color than the other text on the page and is usually underlined. 

Host 

The computer on which a Web site is physically located. 

Icon


An image or symbol that represents a command, tool, or a program on a computer screen.

ISP 

Internet Service Provider. This is your connection to the Internet. You use an ISP to connect onto the Internet every time you log on. 

Internet 

      This electronic network connects the hosts together so that you may go from one web page to another efficiently.


Java 

A programming language that developers use to create applets, small programs that are embedded in Web pages and that run when a user accesses the page or clicks on a certain area. If you have visited sites that play sounds, have animated figures trotting across the screen, or display scrolling text, you have already seen Java. 

Keyword 

A word you might use to search for a Web site.

Link 

A link will transport you from one Internet site to another with just a click of your mouse.  Text links usually will be underlined and often a different color than the rest of the text on your screen. A graphic link usually has a frame around it. Also see hypertext.

Load 

Short for download and upload. If someone asks how long a page took to load, he/she is referring to the time it takes a page to appear on your screen. If a web page is loading slowly it means that it's taking a long time to fully appear on your screen. 

Location 

An Internet address. 

Modem 

Modems allow computers to transmit information to one another via an ordinary telephone line. 

Net 

Short for Internet.

Netiquette


Proper behavior on the Net; etiquette on the Internet.

Newsgroups 

Also called Usenet, they are groups that often have nothing to do with news. Newsgroups are ongoing discussion groups among people on the Internet who share a mutual interest. 

Online 

Having access to the Internet. 

Protocol 

A set of rules that lets computers agree how to communicate over the Internet. 

Site 

A place on the Internet. Every web page has a location where it resides which is called its site. And, every site has an address usually beginning with "http://"

Spam (or Spamming) 

The Internet version of junk mail. Spamming is sending the same message to a large number of users, usually to advertise something.

Surfing 

The process of "looking around" the Internet. 

Toolbar

A row of images and buttons, usually at the top of the screen, that act as shortcuts for performing certain operations in a software program.  

URL 

An acronym for Uniform Resource Locator. It's the address of each web site. It usually begins with "http://".

Upload 

The process of transferring information from your computer to another computer through the Internet. Every time you send e-mail to someone you are uploading it. 

User ID 

This is the unique identifier (like your logon name) that you use to identify yourself on a computer. 

Virus 

A virus can wipe out information on your computer and create major havoc. You can unintentionally download a virus from a web site or get it from a disk that someone has lent you. There are virus-checking programs, but there are new viruses popping up every day. The best defense against a virus is to be very careful not to download programs or data from a site you're not familiar with. 

WAIS 

An acronym for Wide Area Information System, which basically means lots of large databases you can search through. It was designed by WAIS Corp. as a way of accessing very large databases. 

Web Browser 

The tool (program) that allows you to surf the web. The most popular Web Browsers right now are Netscape Communicator and Internet Explorer.
Web Page 

When you are looking at a site on the World Wide Web, you are looking at a Web Page. A particular site may consist of several pages. The Home Page is the first or main page of a site. 

World Wide Web 

A full-color, multimedia database of information on the Internet. As the name implies, the World Wide Web is a universal mass of web pages connected together through links. 

Adapted from: http://www.geocities.com/FashionAvenue/4869/desc.html
Edited by Sabre Foundation, Inc. and SatelLife, Inc.
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Receiver’s ISP





Receives message from originator’s ISP and stores it for its client, the Receiver. The receiver may also be a web site. In this case, the mail server of the web site receives the message.
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Receives the numeric code and sends the web page requested by the originator to the originator’s ISP
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Receives numeric code and sends web page to originator through the modem
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