CHAPTER 1 Web site MATERIALS

Student Activities 
Internet Exercise 1.1

Rules of Conduct

As you proceed through the Foundations of Business Communication text, you will be invited to log onto the program Web site to further explore topics presented in the text. Each time you will return to the Student Activities folder to find the appropriate chapter material.
Before you begin these explorations, it is a good idea to make sure you are familiar with policies that govern your use of the Internet. If you are working from a home computer, the rules of conduct might not present many restrictions; however, if you are accessing the Internet on campus, at work, at the library or even at an Internet café, it is likely that there are published rules governing your Internet visits. You can click on the following links to find examples
Related Links: Internet Use Policies

1.  Southwest Tech University: http://www.swtc.edu/student_rights/internet_usage.htm 
2.  
Upper Dublin Public Library: http://udp.mclinc.org/Internet_Policy.htm 
3.  
Maricopa County Public Defender’s Office: http://www.pubdef.maricopa.gov/inetpol.htm 
4.  
Bull Shoals Lake-White River Chamber of Commerce: http://www.bullshoals.org/usepolicy.htm 

ACTIVITY

Instructions: Now it’s time to understand the rules that will govern your Internet use. You can begin by locating and reviewing your school’s Internet Use Policy and then answering the questions below. If you have Internet access at work, then locate and review your workplace Internet Use Policy as well.
1.
Are you aware of what is allowed and what is prohibited in terms of Internet use? 
2.
Is following the rules voluntary or are the rules enforced and by what means? 

3.
What are the consequences for failing to follow Internet Use Guidelines?
4.
Do the workplace guidelines differ from the campus guidelines noticeably, or do the two sets of rules share commonalities? How are they different?

5.
Wherever it is that you access the Internet, are there guidelines or rules that you knowingly choose to ignore? Why?
6.
If it were up to you to determine the rules governing Internet use for your family, your school, or your workplace, what sorts of guidelines do you think you would use?

Internet Exercise 1.2
Searching the Internet

In order to make best advantage of the vast resources available to you on the Web, you need to have a basic understanding of the tools available to you for sifting through data and searching for the information you can use.
Internet users are able to “surf,” access, view, and download documents with the help of a Web browser, a program such as Internet Explorer or Netscape Navigator that can read hypertext transfer protocol (HTTP or http://). HTTP is the language that moves files across the Internet and defines the rules for transferring those files, which can include text, graphics, photos, audio and video, and other multimedia.  

Web browsers read pages coded in a programming language such as hypertext markup language (HTML). HTML uses tags to format text into headings, paragraphs, lists, and links. Although they can read other languages, HTML is the standard language for the Web browser; its tags tell a Web browser how to display formatting preferences, tables, and other visual elements. Tags consist of sets of brackets (< >) that turn a function on and off.  For example, if you wanted to italicize a word, the tags would look like this:  <i>...</i>.  The “/” turns off the code, or, in this case, the italics, so it doesn’t keep applying that code to subsequent characters.  
Example:  The temperature in the warehouse was <I>very</I> cold.

Result:  The temperature in the warehouse was very cold.  
Addressing Scheme
Each connected computer has an Internet Protocol, or IP address. A dotted decimal notation, such as 132.33.121.207, represents the IP address; a regional Internet registry (RIR) assigns this notations. To date, there are four continent-specific RIRs.    

Due to the difficulty of remembering IP numbers, domain names are used to identify Internet addresses. A domain name uses words and phrases to identify computers on the Internet.  The Domain Name System (DNS) translates this registered domain name into the underlying IP numbers. Businesses use domains to store the documents that will appear on their Web sites, including the home page and related documents. To find these pages, or addresses, on the Web, users need to know the uniform resource locator (URL). 

A URL indicates the address of a Web site. It consists of two primary parts: the hypertext transfer protocol and the domain (or server). Note that the suffix found at the end of a URL signifies the category of a Web site, such as a commercial site (.com) or a governmental site (.gov). Some Web sites attach their home country’s suffix to the end of the URL. The following are examples of commonly used extensions:  




Extension

Type of Organization






.edu


Educational institutions





.com


Commercial entities









.org


Non-profit organizations








.net



Internet administrative entities  









.gov


Government sites




An Internet service provider (ISP) is a business that provides access to or a presence on the Internet. AT&T WorldNet, Netcom, AOL, and Earthlink are all examples of ISPs; they have the equipment and the telecommunications infrastructure needed to offer numerous points of Internet access to consumers worldwide.  

Search Engines have become the telephone directories of the Internet. You can use a search engine, such as AltaVista or Yahoo, to retrieve information on the Web. Search engines use key words to access lists of documents containing those key words.  
There is some artistry to surfing the Web. Beyond the simple understanding that the more specific your key words, the more tailored your Web search, there are things you can do to make your search more efficient. While specificity can reduce your search to hundreds of sites or fewer, rather than thousands or more, you will need to develop some tricks of your own to ease the search for desired information. Here are a few examples of search engine “tricks” that can improve your search:
Search Engine Tips


Symbol

Function




+



Finds the pages with all the words you enter



Example:

leadership + communication + seminar


-



Finds the first key word, but not the second key word



Example:

FormShredder-FS 205


“    “


Find a specific phrase



Example

“Sumner Group quarterly statement”


No single Web site exists that will enable you to find all of the information that is available online. Fortunately, there are many tools available to search for information. Some Web sites list hundreds of search engine resources as well as tips that can help you locate what you are looking for. An Internet directory is a comprehensive listing of Web sites. Yahoo and Microsoft’s MSN are two examples of user-friendly Internet directories.  
Internet directories are different from crawler-based search engines, which use automated computer programs to scan Internet databases in search of new or revised Web pages. Google.com, a crawler-based engine, generally has the most current listings of Web pages.  

ACTIVITIES

1. 

Instructions: Consider the following questions:

a. Do you have a preferred site you use for conducting searches? What makes this site better, or others worse, in your opinion?
b. What can you do to ensure the reliability of information you find on the Internet during searches?

2. 

Instructions: Use one or more of the search engine sites below (or another that you prefer to use) to find more tips for using search engines. Prepare a short list of five tips that will assist you in using search engines.
Related Links: Search Engine Sites
1. 
Yahoo!Search: http://search.yahoo.com/
2. 
Google:
http://www.google.com/
3. 
Alta Vista: http://www.altavista.com/
4. 
Hotbot: http://www.hotbot.com/
5. 
Lycos: http://www.hotbot.com/
6.
Ask Jeeves: http://www.ask.com/
7.
Excite: http://www.excite.com/
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