Working Online

Course Description 

Using step-by-step instructions, this six-session course describes and explains the three fundamental services provided by the Internet and electronic mail; communications, information, and transactions. Familiarization with web browsing will be facilitated by using Internet Explorer. Electronic mail will examine both web-based and client-based applications. Vulnerabilities caused by viruses, spyware and spam, and counter measures against them, will be explained. Upon completion of the course students should feel comfortable with working in an online environment.


The typical class structure is: Q&A from last time; demonstration of new material; facilitated exercise; independent exercise. Modules assume that no opportunity exists for between-class practice, but students should be encouraged to take advantage of the Internet connection provided by neighborhood libraries and schools.

Prerequisite Skills

Beginner knowledge of Windows common operations

Example: Knowing how to execute the File | Open sequence from within an application, but occasionally confused by the different parts of the Open dialog box

Beginner understanding of setting options or preferences for an application

Example: Knowing that the default values of a Microsoft program are set using the Tools menu

Course Learning Objectives by Module

1. Identify Internet and connection to the Internet fundamentals

2. Use Internet search engines and reference web sites

3. Manage/customize a browser

4. Use email services

5. Manage email and use instant messaging

6. Understand responsible use of online services

End Level Skills

Connect to and navigate on the Internet

Find information from a variety of sources, including search engines, on the Internet

Customize and manage a web browser

Use Email, including setting options for an email account

Use other forms of electronic communication such as Instant Messaging

Understand the basic risks inherent with using the Internet

