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Lab Exercise Basics

[image: image2.wmf]We will only touch some of the features and capabilities of America Online.  Likewise, we will only touch some aspects of using the Internet.  You may, at first, be thinking: “What does SCScompA mean by saying America Online and the Internet”?  Well, you are somewhat correct in asking such a question.  However, America Online in fact allows the user to be involved with the product outside of the Internet.  When America Online is connected to the Internet (this is the usual situation) we are “online”.  When we use America Online and it is not connected to the Internet, we are “offline”.  To confuse the issue even more – we are able to use and modify user parameters while online that do not affect Internet use.  The following figures are an attempt to simplify what we just said!

[image: image3.wmf]
This lab assumes that America Online is installed on your machine, you have a working printer, and the phone or other connection to the Internet is workable.  Some use of an application such as Microsoft Word will be made during this lab exercise.  Also, it is assumed that an application such as Netscape and/or Internet Explorer is installed on your machine.  If you need help with installation other than what is provided in the America Online, Netscape or Internet Explorer documentation, SCScompA can assist you in getting the products installed as part of a previous-to-Lab 10 assistance.

There is a monthly cost to using America Online.  Also, depending upon your telephone connection there may be a cost for your telephone calls to the Internet when doing this lab.  There is, basically, no cost to install/use Netscape or Internet Explorer.  Typically, one or both of them have been installed when you purchased your PC.

As with previous labs, you PROBABLY can do little harm to your computer environment if you stay within the bounds of this lab exercise.  If, as the lab exercise moves along you end up getting to a point where you are unsure of things, try to Shutdown the computer and re-start the exercise from the beginning!  As you move along in the exercise, WRITE DOWN -- somewhere (paper, or "online") -- ANY questions/comments you have. The last sheet of this lab exercise has room for your notes. When you have completed the lab exercise, go back through the questions/comments you have taken note of and see if you have resolved all matters.  If not: Contact SCScompA by phone, in person, or by eMail if you have access to eMail or wait until next meeting with SCScompA and all questions will be addressed.  Do NOT let this exercise get you discouraged!  All issues will be discussed later.  Make sure you write down any issues that you want to discuss.

You will need for this exercise:

a) Some paper (or the last sheet of this exercise) and a pencil for taking notes and writing down your questions/etc.

b) Your computer system, powered on, with Windows active as after power up.   If the system is turned off at this time and you know how to bring up the machine: do that NOW!  If you don't know how to bring up the machine and Windows, find someone to help you and start with Lab 1 of this lab series.  Also, any attached devices you have to your computer should be powered on and ready to use.  If you do not know how to get attached devices powered on and started when you bring up your machine and Windows, find someone to help you.

c) A blank / unused / or able-to-be-formatted floppy disk (with no data on it that anyone cares about).  If you do not know what a floppy disk is: ask someone!  They will give you one for your use.

Other matters:

· When this lab exercise says to "click on", it assumes you will single left-button click.

When clicking on an icon, it is recommended you click on the icon and do not click on the label of the icon.

Some terms of importance for this lab exercise:


AOL
 
America Online

Internet
The public, shared by many users and applications, network.  Normally accessed by us, as users, and by our computer through an Internet Service Provider (ISP).  America Online has ISP support built into it and is usually the method an AOL user accesses the Internet.

Web
Often used interchangeably with the term “Internet”.  The Web is the physical part of the Internet.  For our purposes, when we use the term “Web” and when we use the term “Internet” we imply the same thing.

ISP
The support which allows us to be connected to the Internet/Web.  The Internet Service Provider (ISP) may be quite small and be “only”, for example, a phone dialer, an answering service somewhere you dial, and an application to access the Internet/Web.  It may be quite large and include the above and many other applications such as are included in America Online.

Web Browser  The application that is in our PC and talks “across” the Internet/Web.

Web Server
 The application that is located at the “other end” of the telephone call we make when we connect to the web.  The Web browser and the Web server are critical matters to our success – but luckily we do not have to worry about them!  They are provided by whatever ISP we use.  In this lab: America Online.

Contact SCScompA prior to starting the lab exercise if you are overly concerned at this point with any of the above terms.

Objectives for this exercise: Understand some basic configuration matters that are necessary to begin use of America Online.  Use America Online “offline” as well as “online” (online is the normal use of America Online).  Use eMail and Internet browsing/access as provided by America Online.  Use selected other applications provided by America Online (such as its stock portfolio review).  Understand some backup matters that can be important to an America Online user.

At the end of this exercise you should be able to better ask questions and understand answers which address concerns you have with using America Online and accessing the Internet/Web. 

Part 1: Getting Started with America Online

This part includes some comments, which should be considered, discussed, and understood prior to beginning use of America Online or some other Internet service.  Then, some necessary matters for getting started with America Online are discussed/used.  Lastly, examples of using America Online offline and online complete the lab exercise.

Some Comments

The following matters are intended as a checklist as you begin using America Online or some other Internet service.  Browse the following and discuss any of them which are not clear to you or for any other reason you wish to discuss them with your lab support person.  Discussion of the following is not critical to completion of this lab exercise – but, your understanding of these matters are important to your successful use of the wonderful world of the Internet and eMail!  Contact SCScompA for further information.

Also, as you do the following labs you will no doubt be presented with some variations of the panels that are presented in this document.  America Online modifies, improves, changes their end-user (panels, graphics) interface to meet demands of their customers as well as their application programs.  The version you are running on will probably be different than the one on which this lab exercise is based.  Contact SCScompA for assistance if the variations cause you concerns.

Comments Regarding Internet Use and eMail
Your Notes

1. Although this item is not limited to the Internet and eMail matter:  Backup your user data often.  Included in this user data is not only your "file" data (such as Word documents, pictures you have saved, and other non-Internet-related matters) but, also, eMail you have received/sent and important data you have downloaded.  You may need the eMail and download information for home business reasons at a later date.  Use as a guideline: “The PC system will break/crash today and I will lose whatever is on the system”.  Backup your user data offline and even, sometimes, offsite to the PC.  Use backup media such as Zip disks, writeable CDs, or even 3 ½ inch floppies.  Re-building your PC in a disastrous situation is easy from the operating-system point of view.  Your user data (including "old" eMail, address books, favorites, etc.) is the critical and often less-paid-attention-to item PC users take care of.


2. When using America Online or your Internet provider, use the rule “No”, “Cancel”, “Not Interested” as a default when asked for any marketing information or products online that you have not asked for.  There are exceptions, naturally, but generally: Say no!  Use as a guideline how you respond to non-solicited telephone calls.


3. If you have an eMail incoming message in your mailbox and you do not know the sender: Delete it.  Don’t even open it up.  Use as a guideline what you do with mail that arrives at your home’s post box.  Do you open a letter from someone you don’t know?  There are exceptions to this “never open” rule, but use it as a guideline.  Basically, if the message was important and you eventually know the sender, they can easily resend the message to you.


4. If you open an eMail incoming message from someone you do not know: NEVER download something that is attached to the eMail message.  No matter what the eMail message says: DO NOT download anything attached to a message if you do not know the sender who was identified when you open/read the message. There are exceptions to this “never download” rule, but use it as a guideline. If the downloadable file was important and you eventually know the sender, they can easily resend the message and file to you.


5. When you "go to" the Internet and access a Web page, be very careful about using your credit card for purchasing something.  Use as a guideline: "Do I know/trust the owner of the Web page?  Would I purchase something from this owner using a credit card if he/she was located in a local store and I walked into his/her shop?"  This situation is similar to what exists when you are giving your credit card number over the telephone.  Again: If you know/trust the person "at the end of the line" you normally are OK.


Comments Regarding Internet Use and eMail (Continued)
Your Notes

6. When you “go to” the Internet and access a Web page, be aware that if you are asked for your eMail address, you will probably be receiving later some unsolicited eMail.  Your ID may, also, be sold to other companies.  Normally, you can “turn off” unsolicited eMail later on if it bothers you, but you can limit this situation by using as a guideline: “Do I want the person asking me for my ID to send me, later, an unsolicited/marketing message or sell/give away my eMail ID?”  If so, then letting them know your eMail address is normally OK.  This situation is similar to how you handle telephone calls/solicitations at your home.  Use similar guidelines when you are on the Internet.


7. If you enter an Internet chat room, always use as a guideline whatever is your rule for talking with strangers.  A chat room environment is often similar to your walking into the shopping mall of your town, sitting at a bench, and talking to whoever sits next to you or walks by.  However, you normally (online) do not visually get to see the person, and the visual "first impression", etc. aspect does not (normally) exist.  The visual aspect of online interaction is evolving and will come into affect in the future.


8. When you set up your Internet provider’s (such as America Online’s) environment and user defaults, consider the “Childproof” options for user IDs and Internet connections.  Discuss with other family members some considerations for Internet and chat room use.  Use as a guideline the discussions you have within the family for behavior and access to any public place such as shopping centers, anywhere discussions can take place between family members and strangers, and bookstores.  It is important the home user of the Internet discuss these matters and parents use what controls are reasonable in their view.  It is also important that younger family members participate in discussions for setting up any controls and that family members understand why any decisions about controls are being made.  Keys:  Reasonableness, Discussions, and Understanding.  The family discussion/environment is similar to what family members participate in, and discuss about, when going “on their own” to shopping malls and other public places, and to some degree watching television.  Internet access is quite the same.


9. When you set up your Internet provider’s (such as America Online’s) defaults, ask for no unsolicited marketing information.


Understand, and use the above guidelines, and your common sense, and you will be able to fully enjoy and appreciate Internet, the Web, eMail, and related matters.




Offline Examples

As mentioned earlier in this document, it is assumed that you have America Online installed on your system.  Also, it is assumed that you have sufficient background to use general Windows features and applications.  If you run into problems that make it so you cannot continue with this lab exercise without assistance, contact your lab support person or SCScompA without delay.

This portion of the lab exercise is showing some uses of America Online while offline.  Offline means you have not connected to the America Online server located somewhere in the "Internet".  Refer to the figure discussed earlier in this document in Lab Exercise Basics to assist you in understanding offline as compared to online.

Some reasons for offline use include:

· If possible, do what we can offline and only use online when necessary.   Why do you think offline use of America Online, when possible, is of value? _________________

_____________________________________________________________________

· Configure some features of America Online so that when we are online, these features are already in place.  We will see, soon, some America Online configuration options.  

· Write eMail and review/print that eMail offline, for sending later.  Although it is not necessary to write eMail offline, there are some advantages to writing the message offline prior to sending that message.  Can you think of some reasons for doing the eMail offline and sending it later? _________   If "yes", what would be some of the reasons? ______________________________________________________________

______________________________________________________________________

______________________________________________________________________


Let's see, in practice, some of the things we can do offline with America Online.

Some Involvement of America Online and Windows 

1. Make sure America Online is not currently active.  If you are confident that America Online is not running, OK!  If you are not sure and you want to be absolutely certain -- you could Shutdown and Restart your machine.  Although this is a strong approach at a reasonably small matter, take that action if you wish to.  Once your PC is restarted, return to this place in the lab exercise.  In any case, the next part of this lab exercise assumes that America Online is not active on your PC at this time.

Optionally:  If America Online is active, it should appear in the main Windows bar as one of the "buttons" on the start bar.  It would look similar to the following if America Online is listed.  If it is shown there, as shown below, click on the America Online button and restore its panel.   Once the panel is restored, Exit America Online either by clicking on File ( Exit or click on the large X in the upper right of the America Online panel.

[image: image4.wmf]
If America Online is not active, it will not show up as a button in the main Windows bar.  If America Online does not show in the bar as above, the bar may look similar to the following:
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Which applications, in the above example, appear to be running? ________________________

____________________________________________________________________________

Additional Optional Action:  If you are running on a Windows system such as Windows 2000 or Windows NT, you may try the following.  If you are running on Windows 98, ignore this part of the exercise and go on to the next lab item in this offline use of America Online.

If you are running on Windows 2000 or Windows NT, you may right-button click on an open part of the above-shown main Windows bar on your display panel.  In the above bar, the open area I am referring to is just to the right of the Jasc Paint Shop Pro button.  If you double click on the bar on your machine, you will be presented with a panel such as:
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Click on Task Manager… and you will be presented with the panel on the right, above.  If America Online is running, it will show up in the Windows Task Manager panel.  Does it show up in your panel?______  If yes, you could highlight the America Online task and click on the End Task button to stop it.  If America Online is not shown in the Windows Task Manager panel, fine.  Simply exit the Task Manager by either clicking on File(Exit or X on the upper right portion of the Windows Task Manager panel.

Go on to the next item in this lab exercise.

Starting America Online - Offline!
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OK!  Your PC does not have America Online currently active.  Let's start America Online.  Start it, by double-clicking on an icon which is on your desktop such as:                

or use the main Windows Start  button and click on the America Online program entry.  
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Which approach did you use?  _____________________   Either approach is fine.

When America Online is started, you will be presented a panel such as the following.





Main America Online, Initial, Panel
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Let's use some of the options, offline, in this main America Online panel.

Note:  In the following parts of this lab exercise, if you for some reason "lose" the above panel (that means you have "exited" America Online) simply restart America Online as discussed in the above items to recover the main America Online panel.

Using Offline Help 
3. Click on Help and you will be presented a small panel such as:
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Note that some entries in the panel are "light" in color as compared with other entries.  The light-colored (faded) entries are not active at this time.  They will be active when you are online.

Click on About America Online and see what version of America Online you are currently running and what revision you are using.  This information is of value if you ever call America Online for support.  The panel will look similar to the following:
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What version of America Online are you using? _______________________   What is the Revision number of your America Online? ______________________________  Write these values into the Appendix, Worksheet --America Online, of this document.  Click on OK to close the About panel if you have not already done so.

4. Note: This lab item --Using offline Help -- is intended to give you some insight on use of Help.  It is not critical to the success of this lab exercise.  If you get confused/lost-in-clicks or are wondering "Why do I want to use Help"…. Simply bypass this use-of-help lab item.

Click on Help(Offline Help(Contents and you will be presented a panel such as:
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Remember to use this "help" feature of America Online in the future!  You will find it of value.  The approach used for America Online help shown above and in the next few panels is similar to that used by other Windows applications.  Once you are familiar with one Help application you should be able to use Help with a number of Windows applications.
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Click on Find in the Help Topics panel (as shown in the above figure).  If this is the first time you have used Help and Find for America Online, you will be presented with a panel such as the following.  If you have previously used Help and Find for America Online, you will not be presented the following panel, you will be presented the second of the panels, below.
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If you have the above panel, select Maximize search capabilities (you have a large machine, if you have purchased a PC of the type SCScompA has discussed in previous exercises and newsletters.  You have plenty of resources, so use them!) followed by Next and Finish.  Once you have done this, you will see a panel similar to the following:

Use the above panel (Help ( Find) to see "About Screen Names".  How many screen names can be used by your version of America Online? _______ 

Again, using the Help panel, find out what happens when you try to sign on America Online and one of your screen names is already signed on (sometimes, "signed on" is referred to as "logged on").  Hint: Use, in the Find(Type the word(s) you want to find field: already  and find the box for "Your account is already signed on".  You may have to also click on the Rebuild button to get keywords re-initialized.  In any case, what happens if you sign on and some other screen name is already signed on? _________________________________

Take a look at some other matters in America Online to become familiar with the Help function.  Keep this feature in mind when you later use America Online.  If you have trouble with or questions about America Online the Help can be of good value.  Plus, the Help approach used (above) is similar for other Windows applications.

Exit Help by clicking on Cancel or by X in the upper right corner of the panel.

Screen Names
5. In the main America Online panel on your PC (an example is shown earlier in this document as Main America Online, Initial, Panel) what screen name show up in the field under the title Select Screen Name? _____________   Click on the pull-down arrow of this field and see the other screen names, if you have any.  How many screen names currently show up as available on your America Online version? ____________  List those screen names here and in the Appendix fields of Worksheet -- America Online in this document.  At this time, you might not know the passwords of the screen names.   That is OK.
What is the "Guest" screen name used for? __________________________________________

____________________________________________________________________________

If you are uncertain, discuss this later with your lab support person.  Go on, with this lab exercise.
My AOL and Preferences - Offline
6. Show the screen name in Select Screen Name that you have been told to use -- or, on any of the screen names to have that be the current screen name for this part of the lab exercise.  Click on My AOL.  Some options can be used offline (you should still be offline if you are following this lab exercise in sequence).  Which options appear to be able to be used offline? ____________________________________________________________________________

Click on Preferences within the My AOL panel.  You will be presented a panel similar to the following:
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These are various options that a user can set up.  It happens that your America Online system may have been set up such that the screen name you currently are working on is the "master" screen name and it controls the options for all screen names.  Or, it may be that the screen name you have been told to use may not be able to set options.  This is a decision made by the person who controls the master screen name.  In any case, click on the above-shown options and review your current preferences.  Try to set some preferences if the preferences are not what you prefer and, then, discuss this matter with your lab support person or with the person who supports the main screen name for your America Online.  Note: A reminder: Some options are not available offline and they will either not appear when offline or will be grayed-out (not active).

SCScompA uses the following parameters for its America Online.  Compare to what you use and, again, discuss this matter with your support person or with the person who supports the main screen name for your America Online.  Options not listed, below, are left to be defaults as chosen by America Online at installation time.
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From General:

From Mail:
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From WWW:  Note: The only option we modify from the defaults is the Web Graphics to not Use compressed graphics.  Using compressed graphics may or may not be recommended for your system.  If you are concerned about telephone connection time, then try running your system over a month or so with compressed graphics and, then, a month or so without compressed graphics and see if your connection time is affected.  Using compressed graphics may mean a loss of quality when you view certain pictures from the Web.  SCScompA prefers quality of picture display to reduced line costs or picture download-times.  This may or may not be a factor for your use of America Online.  Discuss with your lab support person or, simply, experiment!   (Reminder: The only option we are modifying in this area is Web Graphics and the following panel has been access by clicking on Web Graphics.

From Download: Note: The field shown, below, as the "Automatically put files…" will no doubt be different on your PC.  If you want to modify the default in your case, use the Browse button to point to a directory you are familiar with or one that your lab support person recommends. Otherwise, just make note of the directory for later use in this lab exercise.

Close the Preferences panel by either clicking on the upper-left corner and Close or by clicking on the upper right corner of the panel and X the window.
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Mail Center - Offline

7. From the main America Online panel on your PC, click on Mail Center.  Again, since you are still offline, there are some options you cannot do (they are "grayed out" in the shown panel).  However, some options can be used while offline and we will take advantage of that feature.  Remember, "offline" means you are not being charged telephone connection charges and this may or may not be important in your case.  For now, let's assume that you prefer to do some things offline and continue on with this portion of the lab exercise.

Click on Address Book in the Mail Center panel.  You will be presented a panel such as:
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Your panel may have some names/addresses already there.  OK!  Leave them there, or Delete them.  It is your option!
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If you know of some eMail addresses you would like to have in your address book, click on New Person and fill out the information that is presented.  As an example, let's add SCScompA to your address book.  To do this, after we clicked on New Person, we filled out the panel as shown below.

Note that we chose to put all the name info into the First Name field.  This is due to the way the names show up later (alphabetically) in the America Online address book.  This is just the way we do it; you, naturally, can experiment and do what you prefer.

We will use the Address Book entry, later, when we send an eMail.

After clicking on OK we now have an entry in our Address Book as shown below.
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8. Add a second entry into your address book.  For example, use another SCScompA screen name: scscompateam1@aol.com.   This is an id we use for lab exercise work on our PC.  After you have the second id, it will show up similar to:  
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We, now, could send an eMail (offline, in this case!  If we chose to build and eMail now, we would have to ask America Online send it later -- when we are "online").  However, let's wait until later in this lab exercise to send an email offline.

9. Sometimes, we want to send multiple eMails with one send.  We can use the America Online address book to help us do that.  Click on New Group within the Address Book panel and you will be presented a panel such as the following:
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The Group Name is the way you will later on send the eMail.  For example, you could have a group name of "Immediate Family" and include all the eMail addresses of those members of your family.

In this example, let's add a Group name of the ids for this lab exercise.  We will call the group: Lab10.  An example of the entry is shown below.  Note:  We have to use the actual eMail address of the eMail id and not the earlier-discussed name we used for the person's ID.  Sorry, about that!  Hint:  If you know how to use cut/paste you can easily move the eMail id from the Edit panel for the Address Book entry you want into this Group panel.  If you do not know what is meant by this, simply ignore this matter at this time. 

Also, note that we pressed Enter on our PC keyboard after each eMail address was entered.  America Online will add a comma to the above for us.  We would have used a comma ourselves if we chose to do so.
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After we click on OK for the Group panel, we will have address book entries such as the following.
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We could, now, send an eMail to the Lab10 entry in our address book and it, in turn, would be delivered to all the eMail ids in that group.

Exit the Address Book panel.

10. From the main America Online panel on your PC, click on Mail Center(Mail Preferences.  This is another of the options that are possible to activate when offline.  We saw this panel earlier when we used My AOL(Preferences.  We bring this panel up, again, as a reminder of what are the current settings and for some discussion at this time.
Note the "Retain all mail…" entries.  When you activate (click on the box for the entry) these options, America Online will save your sending and/or receiving mail in a special Windows folder/file called: Organize.  The Organize folder contains all of the necessary parameters, saved eMail, saved address book, and saved Internet addresses for America Online's use -- and, for your convenience.  When we specify the "Retain all mail…" options on the Mail Preferences panel the Organize folder and its contents will be something we will later on backup for recovery reasons or for use on another computer.  We will demonstrate/use backup of the Organize folder later in this lab exercise.

Note also the "Perform a spell check" option.  If this is checked, each of your eMail will automatically be spell checked using the America Online spell checker.  If you leave this box unchecked, you may explicitly select the spell checker yourself.  Either approach is OK.

Close the Mail Preferences panel by clicking on Cancel if you do not want to modify any options or OK if you wish to change something.

11. From the main America Online panel on your PC, click on

Mail Center(Read Offline Mail(Incoming/Saved Mail.  If you have any mail, you will be presented a panel such as the following.  The files listed will be different than what is shown.  The files are located in the folder mentioned earlier (Organize) and are accessible if you have asked America Online to save them.
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If you have only recently started using America Online you may have only a few eMail messages shown above.  No problem!  You will, soon, be increasing your eMail activity.

Use the right-side vertical scroll bar and, if you have sufficient messages to get see the effect - note that you have access to "old" messages (older, in date, than today's) if you have specified in the Mail Preferences that you want to save all incoming mail.

Click on any of the messages and you will see its entry become highlighted (as is the top message in the above panel).  You may, then, click on Open or, for example, Delete to either see the message (Open) or delete the message from your Organize file.  Once you delete the message, you will no longer have access to it.  You also may use the Find button to find messages that contain specific words (if you are not familiar with the use of Find in Windows, ignore this comment or give it a try!  Find is not a critical issue at this time).

Once you have the eMail opened, you may print it or cut/paste (we demonstrate cut/paste later, if you are not familiar with that process) information from the eMail to another application such as Microsoft Word.

Close or X the eMail you may be reading and the Incoming/Saved Mail panel.

12. From the main America Online panel on your PC, click on

Mail Center(Read Offline Mail(Copies of Mail You've Sent.  If you have any mail, you will be presented a panel such as the one shown in the preceding lab item.  The files listed will be different than what is shown.  The files are located in the folder mentioned earlier (Organize) and are accessible if you have asked America Online to save them.

The use of this option is similar to that you used for the earlier Incoming/Saved Mail panel.  Open any messages you wish to and, when finished, close or X the eMail you may be reading and the Mail You've Sent panel.

13. From the main America Online panel on your PC, click on 
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Mail Center(Mail Waiting to be Sent.  You will be presented a panel such as the following -- and, if you have any mail in the waiting to be sent part of the Organize directory, the panel will list that mail.  Listed mail (if you have any!  If not, ignore this comment) can be sent by you later on, when you are online.

If you have any messages, above, you could Edit or Delete the messages.

Close or X the Mail Waiting to be Sent panel.

14. Remember, earlier, we talked about "What screen name is now listed in the Main panel in the field Select Screen Name"?  You wrote that name down.  Well, go to this part of America Online's main panel and check that this name is still shown there.  Hint: Click on the main panel window that has the Sign On label at the top of its bar. The PANEL not the words "Sign on"!.  If so: OK!  The above work you have done offline has applied to the screen name in that field.  When you later logon (sign on) to America Online and become "online", the work you have done so far in this exercise will apply to the screen name you wrote down and so far have used.  If you have other screen names, those screen names will have different Address Books, save eMail, etc.
If you wish to, use the pull-down arrow in the Select Screen Name field to use a different screen name and see the options that are set for those screen names.  Modify them, if you are allowed to do so, as you choose to.  If someone else in your family "owns" a particular screen name, work with them to understand what is possible and what they or you could do. 
Write Mail - Offline

15. Finally!  

Let's now write an eMail while being offline.  From the main America Online panel on your PC, click on Mail Center(Write Mail.  You will be presented a panel such as the following.
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To send the eMail, we need to:

a) Fill in the Send To address.  Something as:  somename@someplace.com  or whatever someone has told you to use!  Generally, eMail is directed to "someone"@"someplace".

b) Fill in a Subject.  We saw, earlier in this exercise, that "Subject" shows up often in eMail directories and other places.  A good "Subject" is also a convenience to the person you are sending the message to; the person can know what the email is referring to prior to reading the note.  Also, as we briefly discussed earlier, the eMail may be "searched" (using Find) by key words in the Subject field.  Hint: Some people like to use their name or some other identifier in the Subject, in addition to some key words.  This can be of value in letting the person who is receiving the eMail know who sent the message via the Subject line.  This can be of value, especially, if multiple family members use the same AOL id and send messages to the same eMail addressee.

c) Fill in the text of the eMail message itself!

d) Ask America Online to Send the message.  In this case, since we are offline, we will ask America Online to send the message later.

Let's now, do these, using the Write panel.

Fill in the Send To address with something you know.  If you don't know any addresses, yet, you can click on Address Book in the Write panel and select one of the addresses we put there earlier.  Such as, SCScompA - Dave Shogren, in our Address Book.  If you bring up the Address Book and highlight the entry you want (such as SCScompA - Dave Shogren) and click on Send To, you will see that America Online fills in the Sent To address for you.  If you do not have an address book, you may use the address:  scscompa@aol.com

Fill in the Subject.  For example, use the Subject: My first eMail.

Fill in the text area of the Write Mail panel.  For example, place there:  Hi!  I am trying to send a message to you using the lab exercise you sent to me.  Let me know if you get this message.  Thanks, and Regards, yourname

The panel will now look similar to:
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Let's check the spelling.  Click on the check-spelling symbol and see how you use that option.  Note: Don't worry about this topic.  If you are not familiar with spell check applications and you get confused, here, just ignore the check-spelling topic and discuss this later with your lab support person or contact SCScompA.  When finished with spell checking, acknowledge that by clicking on No when asked if you want to go through the document again and, also, OK when you are told that Spell check is complete. 

Send the letter!  We will have to click on Send Later, since we are offline.  Click on OK in the Send Later panel.

The message will be sent when we are online.  At that time, we can either send it immediately or choose to send it after awhile.  We will see that option, later, in this lab exercise.

Online Examples

During the offline part of this lab, we saw a lot of things!  We configured options, wrote eMail, set up address list entries, set up some favorite places (sometimes called bookmarks) for going easily to the Internet, read some previously-received ("old") eMail messages and moved some of the eMail data into a Word/WordPad/Notepad application for use outside of America Online.  We also had a brief look at backing up what we have on America Online for later use in a disaster or loss-of-PC situation -- or, for use on another PC (such as a laptop).

We did a LOT.  The most popular and, perhaps, most important use of offline was eMail-related.  We can look at (review) messages we have on our PC, use the information in Word, WordPad, or Notepad, print the eMail, and write a response to the eMail without being directly online.  This saves telephone connection costs in many cases and that may be significant for some users -- especially if using (for example) a laptop when travelling. 

If you have any questions or concerns about the offline part of this lab exercise, discuss those questions/concerns with your lab support person or SCScompA before continuing.

Now, let's see some functions that we do online.  The online use of America Online is what we started all this "America Online" / eMail / Internet stuff for, anyway!

OK!!!!  Go online.

Starting America Online - Online!
1. Start America Online.  You may have the America Online panel still open on your Windows desktop.  If so, OK.  If not, start America Online either by double clicking (opening) the America Online icon on your desktop or using Start(Programs.  The main America Online panel will be presented.
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Main America Online Initial, Panel

The "Select Location" is where the physical part of this online action will take place. Your lab support person or someone (you?), when you installed and set up America Online, have set the options for the Select Location.  Does your Select Location currently have the location "Home" as the entry for your display?_________  If "yes", OK!  If "no", discuss this matter with your lab support person and see if what is displayed in Select Location is correct.  What is your panel's Select Location? _______________   For now, let's assume this location is correct or you have discussed the matter with your lab support person.
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Options such as the Select Location are not part of this lab exercise. Optional: Click on SETUP and you will be presented a panel such as the following:

We do not want to modify anything, but (again, this is an optional part of this lab exercise) let's see what telephone numbers are going to be used as defaults for us.  Click on Edit Numbers and you will see a panel such as the following:
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Use the right-side vertical scroll bar to see what numbers are there as default.  The numbers will be called by America Online and they, hopefully for you, are low-cost/local telephone calls!  If you suspect they are "expensive" calls: Discuss with your lab support person and remember the offline actions you can do with America Online!  Once you connect to America Online using one of the above numbers, the telephone company will charge you as per any telephone call.  This charge is over-and-above the monthly America Online charge.

Cancel out of both panels to return to the America Online main panel.

2. What is the screen name pointed to in the Select Screen name field? ________________   Is that the same screen name you used during most of the offline work you did with this lab exercise? _________  If "yes", OK!  If "no", click on the Select Screen name pulldown and put the screen name there you prefer to use.

Click on Sign On!  We will start the online process.
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You will see a few panels come forward.
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The phone number it is dialing SHOULD be one that you believe is the lowest-cost number to be called.  If you suspect it is not the one you want to use, click on Cancel and contact your lab support person.  Once the phone number has connected, any telephone charges for that call will begin.  These telephone charges are in addition to what you will be charged for America Online once the sign on of your screen name has been completed.

The phone call, once completed, sets up a connection between your PC and the America Online server located where the telephone call was answered.  The server and your PC discuss between them what capabilities are on your PC for connection speed -- and, you are then set up with that connection speed.  Although the connection speed shown on this panel is not an "absolute" speed (many factors are involved in a discussion of connection speed), generally the higher the number the better from your point of view!  If you noticed your connection speed in the above panel, what was it? _____________________  If you did not notice it, look at it later.  It is not a critical issue to this lab exercise.   Generally, the speed is only noticeable when downloading and with surfing the network and/or looking at photographs/pictures online.  Email, any speed is normally OK.
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Your password is, normally, saved by your lab support person or someone who has set up your PC and America Online software for you.  As shown above, the password is passed between your PC and the America Online server and, in turn, authenticated.  If the password which has been passed is incorrect -- or, if the person who set up your machine did not save the password for you to be used at sign in time -- you will be asked to enter the password at this time.  In your case, were you asked for the password or was it checked as shown above and it was OK? _______________________________

The password save option and the password itself is an option that you may change similar to how you changed preferences in the offline part of this lab.  Lab 10 does not cover changing your password and other security matters.  Discuss this with your lab support person or SCScompA if you have concerns at this time.

Once you are connected, your connection speed has been established, and your password for your particular screen name has been established: You are online!  Congratulations.  

If you have any created-offline or placed-offline mail waiting to be sent, you will normally be presented a panel such as the following.  Since this panel is an optional panel, affected by both the fact you may not have any offline mail waiting to be sent -- or, your screen name may have a preference set to not present the following screen -- you may or not see the Mail Waiting To Be Sent panel.  If it does appear, decide if you want to send the mail now and, if so, click on Send Now.  Or, decide to send it later.  Your choice!
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If you do not have any mail in your Waiting to Be Sent folder, you will not see the above panel or the remaining panels of this lab item. 

If you did have some mail waiting to be sent and you clicked on Send Now, a Status panel will be presented that explains what is now happening.  The panel is updated as the outgoing eMail and any attached files you had are sent.  The following panel is intentionally blank!  It will be filled in as your messages and any attached files are processed.
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If the eMail you send, now, has attached files (pictures, Word documents, or whatever you have attached) you will see a panel showing how the sending of the file from your PC is proceeding.  This from-your-PC to the America Online server process is called "uploading".  Later on, when the person you sent the attached file brings it to his/her PC from America Online, the process is called "downloading".  
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If you have an indication from America Online that there is "an hour" or even multiple-minutes remaining to send the file, you may consider clicking on Cancel.  If you cancel, the eMail message as well as the attached file will be placed back in your Mail Waiting to be Sent folder.  From there, you can decide if you want to Edit the eMail message, detach the file and let the person you are sending the file to know you decided to not send it -- it is too large!  How large is "too large"?  For a home user, a good guideline is less than 5 minutes.  If the file you send is greater than 5 minutes, it is recommended you discuss the matter with the person you are sending the file to prior to sending it.

Once the eMail and any attached files are sent, the Status panel will be similar to:
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The main America Online panel will now look similar to the following -- and you are now ready to proceed with online use of America Online.

Closing the Status window by clicking on the America Online symbol next to the word "Status" in the panel's top bar or clicking on X of the Status panel will result in the removal of the Status 

Panel.
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Main America Online - Online Panel 

You will, now, do most of your work online from the following main America Online panel.  Note: Your main panel may look different -- but, the information will be similar (depending upon what version of America Online you are using as compared with the one that this lab exercise uses.




       Main America Online online Panel

[image: image45.jpg]ik

Read Write Mail Center Print My Files

Welcome, SCslabwork!

Welcome

Entertainment

interests

international Mail Center

You've Got Pictures.

I Kids Home & Online? ™ AARP.

= 0L Help
Keyword: Weicome





A few comments about the main America Online panel are appropriate at this time in the lab.  These comments require more discussion than we want to make during a lab exercise, but the comments are mentioned here in case you wish to discuss any of the following with your lab support person or with SCScompA.  Note: If any of the following discussion in this lab item is not of concern/value at this time, simply ignore the remainder of this lab item and move to the next numbered lab item. 

· The main America Online online panel is shown on your PC as a result of a Web browser --  and, that Web browser interacting with a Web server using the telephone line (in our example).  Instead of a telephone connection we may have used a cable (as in cable TV) connection or something other than telephone.  In any case, when we initially get connected to America Online we are connected with the server -- and a screen similar to the above is presented to you.  This screen may be called: America Online's Home Page on the Web.

All companies that offer Web services such as America Online have a Home Page.  The above just happens to be America Online's.  Companies that come to mind quickly in regard to their "having their own Web Page and offering services to users as does America Online" include: AT&T Global Network, Yahoo!, and Netscape.  Plus, a "million" other-such companies.  This lab exercise happens to use America Online's Web home page as an example -- and we happened to get to that Web home page using the America Online telephone dialer support.  Once we have completed the dialing and get to the Web home page, courtesy of the Web server -- we can go to any Web address (home page) that allows us to get to them.  We are going to, in this lab, spend most of our time with the America Online home page -- but, we would not have to.  Once we have dialed-in and are online, we could go to any home page.  We, just, have chosen to do this lab with America Online's home page.  As you do the lab, keep in mind the fact that you could do most/any of the lab items on another home page.  The page entries would be different and the functions provided by the other-than America Online home page would appear slightly different to you and behave slightly different -- but, the overall function would be similar with any "major" home-page provider.

Why would a Web home page want us to "go to them" (visit their home page)?  An easy answer is: Advertising.  There is more to it than that -- but, that is the easiest to understand.  Once we have visited an Internet companies' home page: We will see and use some things we want to and, perhaps, some things we might not want to (use advertising as an example).  Once we are online (connected to the Web, as in the above panel): We are "at the mercy" of where we go (visit).  The Web, once we are online, is similar to walking into a shopping mall.  We have multiple stores we can choose to go to.  This lab, just, happens to use America Online for its online Web activities.  Is it better than the others?  Difficult discussion -- outside the realm of this lab exercise.  

This lab will use the above Web  home page (America Online's) and refer to it as the main America Online online panel.

· We can, somewhat, "control" how much advertising America Online's Web main online panel presents to us.  However, no matter what we configure (remember the configuration options we had earlier in this lab?) -- when we visit some Web page, we will be faced with some advertising.  That is just the behavior of "things" on the Web.  If we did not have this advertising offered to us, our Web activity would be significantly more expensive than it now is.  This help-on-our-cost is a benefit of the advertising Web matter.  It is, then, up to us to configure "out" what advertising we can (if we choose to configure "out" some advertising) and to simply say "no" when offered something.  Again: No different than other responses we give to advertising matters when off the Web (such as unsolicited phone calls, regular mail (post office mail is sometimes called snail-mail as compared with eMail), or a door-to-door sales offering to our home.  The good news: Web online access costs are not too bad -- and, advertising helps keep the current Web online charges reasonable!

· Any home page we visit which offers services such as America Online's would offer eMail, Web access ("Web surfing"), and selected other applications.  This lab exercise is aimed at showing some of the applications America Online offers -- in addition to eMail and Web access (Web surfing).

· We are seeing the main America Online panel courtesy of a Web browser and its interaction with a Web server.  Well, once we are online -- we could use any Web browser.  This may be somewhat confusing to you at this time -- but, we need to mention the fact.  On your PC, when you install America Online, is a Web browser.  When you are using the main America Online panel after you are online: You are using the America Online browser.

Once you are online, if you chose to do so, you could use a different Web browser.  Why?  Personal choice.  Some people prefer different Web browsers.  The discussion is similar to the above "different home page" discussion.  Two Web browsers that may be on your PC in addition to the America Online browser are: Netscape and Microsoft Internet Explorer.  One primary difference, from your point of view, between the three browsers is:  The America Online browser is "hidden" inside their product and you, as a PC-user, only use that browser when you are using America Online.  Netscape and Microsoft Internet Explorer are "outside" of any America Online - type product.  Netscape and Microsoft Internet Explorer may be visible/usable on your PC desktop (for example, they may have an icon of their own on your desktop display) and are available normally in Start(Programs.  We will not get into any discussions here, in this lab, as to the merits of which browser is more applicable to a home user than another.  For us: One is the same as the other!  However, we will include in the following lab items some optional examples of using Web browsers other than the America Online's internal Web browser.  

Let's, now, see some online applications -- and, keep in mind that any/all of these applications could be done with some other Web provider (including AT&T Global Network, Yahoo!, and Netscape -- and, many more).

eMail Address and Screen Name
3. Earlier, we discussed and used: eMail addresses.  What is your eMail address, now that you are online? ______________________________

It is: yourscreenname@aol.com

Keep in mind that fact -- and, when you are asked by others what your eMail address is: Use the one you write down, above!

4. In the main America Online online panel, see the primary panel and see that your screen name is written on the top bar.  In the following example, the screen name is SCSlabwork1

[image: image46.jpg]Welcome




Note: If you are familiar with Windows and handling Windows panels, skip this part of the lab and move to the next numbered lab item.

Read Mail - Online
a) Assuming you sent the above eMail to yourself, it should be in your mailbox.  If you have an eMail in your mailbox, open the mailbox and read the eMail.  The mailbox and the eMail should be obvious to you -- and the fact that the eMail has an attached file to it should also be obvious.  What are one or two ways that you can get an indication that an eMail in your mailbox has an attached file? _________________________________________________

_________________________________________________________________________
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Once you open the eMail in your inbox, you will see a panel similar to the following:

Notice the Download buttons are highlighted (available for your use).  And, the filename of the attached file is shown.  Click on Download Now and you will be presented a panel asking you where you want to download it.

Note: The directory you are shown in the Download Manager panel is the one you earlier looked at when you were in the setting of preferences for My AOL and WWW.  The directory will probably not be the same as the following!  It is not critical to this lab exercise where you download the file.  It is, however, important that you are able to find the file after you have downloaded it!
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After you Save the file, it will be available to you outside of America Online (in "Windows").

How long did it take to download the file from the America Online server to your PC? ________________

After the download has been completed, you will be asked if you want to locate the file.  For this lab exercise, click on No.  (If you click on Yes, no problem.  Just, after you have located the file, return to this part of the lab exercise).

X or Close your eMail message.

X or Close your mailbox.

Take a look at what Mail Center(Read Mail now looks like and see if you can find the eMail you send and just read.

Discuss anything that is of concern in the above with your lab support person or with SCScompA.  If you are uncertain of things at this time, either restart the lab exercise from the place you are most confident -- or stop the lab at this point until you have a chance to meet with your lab support person or SCScompA.

b) Using Windows (outside of America Online), locate the file you just downloaded.  Once you find that file, open it.  What did you see? _________________________________________

Note: If you do not know how to find or locate the file outside of America Online (using Windows) and/or you do not know how to open the file, discuss this with your lab support person or with SCScompA.  SCScompA Lab 1 and Lab 2 will assist you in learning about using Windows.

Internet Access Without Using Favorites
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We have seen how America Online has its main Online panel's command bar looking similar to:

When we click on an entry in our Favorites, the panel becomes something similar to:
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America Online goes to the "http://" address we have asked it to put in the command bar.  America Online clicks on the Go button for us.  America Online, when we click on an entry in our Favorite list assumes we want to "Go" to that Internet Web page.


Well….. what can we do if we do not have a Web page address in our Favorites -- but, we know the address?  All we have to do is to over-type whatever is currently in the above command bar and click on Go.  For example, let's assume that someone tells you that you should go to the Microsoft Web page and its address is www.microsoft.com.  All you do is overtype whatever is in the above-shown command bar, using either www.microsoft.com or http://www.microsoft.com.  Either way is OK.  Then, click on Go.  Give that a try, now!
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The panel you see next will look similar to:

From here, you may use whatever the Web page points you to.  

Summary and Final Work/Review

This lab has covered a lot of America Online's offerings -- both offline and online services.  The primary objective of the Lab 10 exercise was to get you started with America Online.  There are a lot of functions of America Online that we have not covered.  Some of those additional functions are available as lab exercises from SCScompA.  Contact SCScompA for assistance in any areas.

One way for you to have a quick summary of what we have addressed as part of this lab is to browse the Table of Contents at the front of this document.  Please do that, now, and return here after you have browsed the entries in the Table of Contents.

As a user of America Online, you will find a few matters that you do on a regular basis and a few other matters that you do less often -- and, there are some matters, certainly, you may choose to never do.  This "choice of options used" is true for any PC or similar application. 

Now that you have completed Lab 10, take the time to write down (below) a few of the matters you expect to do with America Online on a regular basis.  Then, prioritize (for yourself) what matters are the most important.  Do not be influenced by the number of "blanks" below.  You may have more -- or less -- functions that, at this time, you feel you will do involving America Online.

Functions I Expect to do Regularly Using America Online
Importance to Me
My Current Confidence Level that I Can do the Function.

































For any of the above functions that you have a "low" confidence level that you can accomplish that function, discuss the matter with your lab support person or with SCScompA.

OK.  We know what we want/expect to do with America Online -- and, we have discussed those matters with someone that we feel unconfident about.

As an optional final work/review, see if you can address the following matters that Lab 10 believes are important to know.  As you (again: optionally!) go through this final work/review, don't hesitate to refer back to the Table of Contents of this lab and the pages for the listed item if you are not certain how to do the following.

Before we begin, we should have access to files that are distributed with Lab 10 from SCScompA.  The files we need at this time are: 

· lab10finalword.doc

A file in Microsoft Word format.

· lab10finaltext.txt


A file in text format.

· lab10pic2.jpg


A file in JPG (JPEG) binary format.

If you do not have access to the above, see your lab support person or SCScompA.

Paper Exercise - Question and Answer - Part of Lab 10 Final Work/Review

If you have the above files, use Windows and open the lab10finalword.doc or the lab10finaltext.txt.  If you do not know how to open them, discuss the matter with your lab support person or SCScompA.  Note: The "labfinalword" file would be opened by Microsoft Word or something compatible.  The "lab10finaltext" text file would be opened by WordPad, Notepad, or something compatible.

Once you have either (or both!) of the files opened, print the file's contents.  It is intended that you simply "over-write" (on the PC) the lines in the files with your answers.  The easiest way to over-write the lines is to click on (highlight) the lines and start writing!  If you start writing and the line is not over-written, OK!  Whatever you do is OK in this case; the format of the "overwrite" is not a critical issue.

You may, now, over-write any of the answers you wish to.  If you do not know some answers -- OK!  Once you have over-written something, Save the file!!!!!  As you continue this final work/review, return to this "opening the file, overwriting answers you are familiar with, and then save" process as you feel comfortable to do so.  At the end of this final work/review, you will be asked to send the information you have in either "lab10finalword.doc" or "lab10finaltext.txt" in a message to SCScompA.  SCScompA will review the information and get back to you with a score on the answers you give (max 5 points per question answered), just for information-sake.  SCScompA promises to not use any information in the file/information you send to it for any reason other than this lab.   You can use either of the files -- you need not use/modify both!

If you choose to not write anything in the "lab10finalword.doc" or "lab10finaltext.txt" file now -- or later -- and you do NOT want to send any of the information to SCScompA: OK!  You make the decision -- and, the decision is not critical to this lab or to your enjoyment of America Online!

Move on, next, to the lab exercise part of the final work/review for Lab 10.

Lab Exercise Part of Lab 10 Final Work/Review

In addition to the above Question and Answer, here are the America Online matters this final work/review would like you to attack.  If "Action done? (Yes or No)" for any of the following end up "No" when you are completed with the Final Work/Review, discuss the "No" items with your lab support person or with SCScompA.  Do not spend an abnormal amount of time researching how to do any of the "No" items!  Just accomplish what you are able to -- and, discuss items you are uncertain about with your lab support person or with SCScompA.

1. Ensure your screen id:

a) Is not using compressed graphics.

b) For mail, is using AOL style quoting rather than Internet style quoting.

c) Is using spelling preferences (including advanced options) that you are comfortable with.

d) Has a screen password you know -- and, you can change that screen password -- and you are comfortable with the current password options. 

Action done? (Yes or No):______________

Hints: Remember that preferences are set by screen name and you indicate what screen name you are currently running on by the Select Screen Name field indicated on the main America Online startup panel.  Some preferences may be set while you are offline, some require you to be online.  Don't worry if you cannot find all options above -- and, if you spot some preference you would like to change that is not mentioned above: Change it!  However, keep in mind that if your screen id is used by other family members, you should alert them and discuss with them your preferences.

2. Make sure the two entries, below, are in your screen id's eMail Address Book:

a) scscompateam1@aol.com

(This is an eMail address used for the SCScompA Lab 10 Final Work/Review)

b) scscomp@attglobal.net

(This is SCScompA's eMail address on AT&Tnet.  The eMail address for SCScompA on America Online is:  scscompa@aol.com)

Action done? (Yes or No):______________

3. Make sure you have a Favorite entry for the entry, below, for your screen name's Favorite list:

members.aol.com/scslabwork/SCScompALab10/lab10FinalWork.htm

(This is a Web id used for the SCScompA Lab 10 Final Work/Review)

Action done? (Yes or No):______________

Hint: When involved with Internet Web pages, if someone tells you a Web ID use the Web id exactly as it is given to you.  Pay attention to upper-lower case and slashes.  If the ID you enter, eventually, does not work: Ask the person (or source) who gave you the Web id if the Web id is correct by cut/pasting the Web id you are using into an eMail message to the person or source you obtained the Web id from.

4. Send an eMail to SCScompA at its eMail addresses on both America Online and on its AT&Tnet's eMail ID.  Copy the eMail to the SCScompA lab ID for scscompateam1 mentioned earlier in this Final Work/Review. Mention in the eMail that you are working on SCScompA's Lab 10.  If you have a question for SCScompA at this time, don't hesitate to ask the question!  SCScompA will get back to you from either America Online or from AT&Tnet.

Action done? (Yes or No):______________

Hint: Copying an eMail ID on a message is similar to sending a message.  Don't worry, for now, about differences.  Send or Copy: Either way is OK for this lab.  The advantage of sending / copying the message to multiple Ids when necessary is that you need only write the message once.

5. Build an eMail list in your America Online Address Book for the following Ids:

scscompa  on America Online

scscompa  on AT&Tnet  as mentioned earlier in this lab Final Work/Review.  (Note the id on 

AT&Tnet is spelled: scscomp   not  scscompa!)

Action done? (Yes or No):______________

Hint: Remember that you need to use the eMail address in the eMail list entry -- not, simply, the "name" of an entry. You need to have the @ symbol somewhere in the eMail list entry!

6. Send an eMail to the address list you built (above) that contains an entry for SCScompA at its America Online and AT&Tnet's eMail addresses.  Attach, in that note, the lab10pic2.jpg file that is located in the directory of files that are distributed with Lab 10 from SCScompA.  Ask, in your eMail, that SCScompA let you know if the file arrives safe-and-sound and if it is readable/viewable.

Action done? (Yes or No):______________

Hint: If you do not have access to the lab10pic2.jpg, see your lab support person or contact SCScompA.

Question:  If you were going to send two or three or more files as an eMail attachment, how would you do this with your knowledge as of now? ________________________________

__________________________________________________________________________

If this topic is of interest to you and you are uncertain of the answer, discuss the matter with your lab support person or with SCScompA.

7. While online with America Online, see if you can find the Web pages for American Airlines and for British Airlines.  While on each of their Web pages, see if you can find the best price for two people flying from Raleigh-Durham to London leaving next year on the last Monday in March and staying until the third Monday in April.  What was the best price (round way) ticket you found for American Airlines for these dates? _______________ What was the best price (round way) ticket you found for British Airlines for these dates? _______________  Send a message to SCScompA's eMail address on America Online and mention the answers above -- and, also, mention the ticket prices are as of the date you looked the prices up (mention that date!).  If you cannot find flights on American Airlines and/or British Airlines for the above itinerary, just report that fact in your eMail to SCScompA.

Action done? (Yes or No):______________

Hint: When someone mentions to you "this is my Web page address" and tells you what that address is, it normally is a "home page" address of the person or company.  It is very possible you do not, ahead of time, know the Web page address of American Airlines and/or British Airlines.  One thing you may use is a search engine to help you find the Web page address.   

Additional (optional) action:  When you have finished the above, telephone the airlines and ask them to price out the flights for you.  Compare the telephone findings with what you found and let SCScompA know if they match or not and, if not, what the difference is!  Ask, during the telephone call, if there is any discount advantage to you if you book the flights using the Internet.

8. While online with America Online, see if you can find the Web page of a newspaper in Munich, Germany.   Assuming you find the newspaper, see if you can browse anything that is of interest in today's news -- and, if there is a non-German version of the Web page. If you do not find a non-German version and you cannot read German: OK!  All this lab exercise item was intended to do was to see if you could find a newspaper Web page!  Send a message to SCScompA's eMail address on America Online and mention the answers above.  If you cannot find a Web page for a Munich newspaper, just report that fact in your eMail to SCScompA.

Next, find a newspaper in England that has a home Web page that appears to be something you can read on demand (at no cost).  Once you find the newspaper, put the Web page address of that page into your Favorites.  Send a message to SCScompA's eMail address mentioning what newspaper you found -- or, if you could not find one you liked!

Action done? (Yes or No):______________

Hint: Again, a search engine should be of value to assist you in finding above-mentioned newspapers.

Additional (optional) action:  Instead of newspapers, see if you can find radio stations that you may listen to in England or in Germany -- or any other place of interest to you.  Let SCScompA know if you find any and if you are successful at hearing their currently-being-played program -- and, what that program is playing (if you can understand the program!).

9. Go to America Online's Personal Finance channel.  Once there, build a Portfolio name of: Lab 10 Final Work/Review.  Then, get a quote for the stock: IBM.  (Note: Remember, the America Online Portfolio channel is a "paper" exercise and is not something you actually purchase or execute.  It may be used to "follow the progress" of what you enter.)  Add $10,000 worth of IBM at today's-reported stock price per share (rounded/approximate to $10,000; the amount of shares need not be exactly $10,000) to the Portfolio you added (above).  Use a "commission" amount of $120 -- this is intended to represent the "buy" as well as the "sell" commission.  If you want to only represent the "buy" commission, use $120.

Next, get a quote for INTEL Corp.  Once you find that quote, add $10,000 worth of that stock to the to the Portfolio you added (above) and reflect the same commission you used for the IBM transaction.

You should now have two stocks in your portfolio.

Add a third stock of your choice.

View your current portfolio and while there, see the Details for any of the stocks you have.  Browse some of the companies' News items and also their Research Reports and Message Boards.  (Note: When you view these items, it is possible that not all items will have information currently available.  Do not waste time if it appears you are not making progress with the information!).

Write down today's date/time and the current value of the Lab 10 Final Work/Review Portfolio.

Exit out of the Personal Finance channel.

Action done? (Yes or No):______________

Additional (optional) action:  Re-open your Portfolio.  While it is being displayed, add the current Web page to your Favorites.  Doing this, you can later-on go directly to this panel and save going through the Personal Finance channel.  Again, while it is being displayed, use the Print support of the Portfolio panel to see the print information.  Then, if you see this print information and have access to a printer: Print the print information!  You could, also, easily cut/paste the print information from the print information into a Word document or eMail.  Discuss any of this that you are uncertain of with your lab support person or with SCScompA.

10. Earlier, you were asked to add to your Favorites a Web page address for:


members.aol.com/scslabwork/SCScompALab10/lab10FinalWork.htm


Go to this Web page.

Once there, follow directions which are displayed and, when you have finished: Send a final message to SCScompA at both its America Online and at its AT&Tnet eMail Ids, mentioning you have FINALLY! Completed this exhausting Lab 10: Examples of Getting Started With and Using AOL and the Internet.

Optional: If you have completed the questions in "lab10finalword.doc" or "lab10finaltext.txt" and want SCScompA to take a look at your answers, then attach to an eMail or cut/paste into an eMail either of the "lab10finalword.doc" or "lab10finaltext.txt" files' information. The files are distributed with the SCScompA Lab 10.  See your lab support person if you cannot find either of those files.  Also, if you have documented the information you saw in the previous section Summary and Final Work/Review as to what America Online matters you felt were important to you:  Take a look, now, at what you documented there and update any comments you previously made.  If you would cut/paste or otherwise put those comments into an eMail to SCScompA: Thank you!  Your comments will be kept anonymous and your ID will never be given to anyone by SCScompA.  However, your comments are valuable to us as we continue our aim at assisting the home computer user and will contribute to future work items and lab exercise directions. 

You have done a LOT of lab items and we hope you have made progress in the world of Internet and the Web.  Discuss any matters you are uncertain about with your lab support person and let SCScompA know if there is any additional assistance they can help you with.
END of LAB10
Appendix
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Selected Answers to Lab 10 Questions

The following are some answers to selected questions in Lab 10.  They are provided here for information and possible discussion with your lab support person or with SCScompA.

· If possible, do what we can offline and only use online when necessary.   Why do you think offline use of America Online, when possible, is of value? Less time/charge for online costs (telephone, any online AOL charge if I am not on unlimited plan). Also, I can think about my answers to eMail and am not under any "online pressure".
· Write eMail and review/print that eMail offline, for sending later.  Although it is not necessary to write eMail offline, there are some advantages to writing the message offline prior to sending that message.  Can you think of some reasons for doing the eMail offline and sending it later? Yes  If "yes", what would be some of the reasons?      I can concentrate eMail answers to a particular, regular, time of day.  Plus, the telephone would not be tied up as long as if I did everything online. Also, the AOL server is not tied up with things that I could be doing offline -- and, this might allow for AOL servers to respond better to everyone if we all used offline when possible!

· What is the "Guest" screen name used for?  If anon-family member or other guest is visiting my home and the person is an AOL user, he/she may want to check his/her eMail or some Web page.
· We took a look at some America Online preferences we would set.  Also, we saw that some preferences are at a Screen Name level (that means, all screen names may not have the same preferences).  Why do you think some screen names might have different preferences than other screen names? Every family member or AOL user in our household does not have the same likes/dislikes (preferences).
· What are two things you might wish to do with old sent or received eMail?  Re-read/review what I may have sent/received awhile ago in case I have forgotten what I said!  Also, I may have to look for an eMail address in old mail.  In addition, I may want to merge information form multiple eMails or remove some information from eMails - for printing purposes. 
· What are one or two ways that you can get an indication that an eMail in your mailbox has an attached file?  Before you read the file from your in basket (mailbox), AOL puts a symbol "behind" the file name indicating there is an attached file to that eMail.  Also, sometimes, people who send message put an indication in the Subject field they are attaching a file to an eMail.  Although people do not always do this, and they may even make a mistake and have the notice in the Subject but forget to attach the file -- making note of an attachment in the Subject field is not a bad idea.  Once you read the eMail, America Online adds to the eMail notice of the file name and also makes available the Download buttons.
· In the Panorama Examples. As part of the online lab Bonus Challenge:  When you have the pictures displayed, right-button click on the first-shown picture followed by clicking on Properties.  What is the size in bytes of this first-shown picture? 243,401 bytes.  Right-button click on the fourth-shown picture followed by clicking on Properties.  What is the size in bytes of this fourth-shown picture? 52,026 bytes.

· In SCScompA's May 1, 2000 Newsletter and Panorama Examples:  How many pictures are shown? 7    Bonus Challenge:  When you have the pictures displayed, right-button click on the first-shown picture followed by clicking on Properties.  What is the size in bytes of this first-shown picture? 243401  Right-button click on the fourth-shown picture followed by clicking on Properties.  What is the size in bytes of this fourth-shown picture? 52026 

· What is the reason that a second "download" of pictures from a Web page may have a different time-to-display than the first? The PC (thanks to the Web browser!) may have saved the pictures in the PC from the Server the last time they were read -- and, this second time the pictures do not have to be downloaded again.  Eventually, the Web browser may  not have enough resources on the PC and later-on pictures may over-write the saved-on-the-PC pictures.  Until then, we may be able to save download time.

· In WRAL's Web page you searched on the word: "towing".  If you have an article dated Dec 2, 1998, who was the 5 On Your Side Producer? Michelle Singer

· While in the search engine part of this lab: Take a look at the current time on your watch or clock.  Use the America Online search engine to find a Web page you are interested in.  What company or person's Web page were you looking for? 17th Century English painters.   Did you find a matching Web page that fit your purposes? I found 131 -- but, it turned out none were exactly what I wanted.  

What was the resolved Web page address that you ended up with -- if you found a good page?  As I mentioned, none were exactly what I wanted.

Take another look at the current time on your watch or clock.  How long did it take you to find a Web page you wanted -- if you did find a Web page you were happy with! I spent 15 minutes browsing the pages. Was the Web page of value/interesting for your current use?_Yes -- Interesting, but not valuable in this case!  Would you recommend that Web page to others? No.

Note: The above "looked-at", "thanks-but-no-thanks", "interesting but not overly-valuable" scenario comes along in Internet searching as in any similar activity.  Many times we go to a museum, a shopping center, a library, or other place or watched a movie or TV program and ended up not finding/getting out of the visit/look what we wanted.  Hopefully, however, we are successful enough with the Internet searching and browsing that it ends up contributing to our overall use/value of a home computer.

Your Questions and Answer worksheet
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