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Foreward 
by Ed Schwartz 

 
 
The idea to develop this Internet-based training manual originated as a result of many 
students asking for my guidance on how to find information on the internet.  At this 
point, I had come to realize that many people have very limited knowledge on how to 
use the full power of the internet. 
 
I looked around to find a good instructional book on how someone can use the internet 
as a source of research.  After spending many days searching the internet, I was unable 
to find a simple book, that truly and simply explains the internet and it’s use as a 
research tool.   
 
After concluding that there was no adequate book, I took on the challenge to create a 
learning guide which would benefit anyone from a beginner to an advanced user of the 
internet.  After many months of work, we have our finished product.  I know this training 
manual will be as useful to you, as the research and development was for me. 
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Dedication 
 
 

Dedicated to the Staff and students of the Manhattan Institute who 
bring out the best in me everyday!  
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Introduction and Objectives 
 

This manual will provide you with an overview of the Internet and explain how to search for 
medical topics on the World Wide Web.  
 
After completion of this manual, you should be familiar with and understand the following: 

 
• Overview and History of the Internet 
• How to Use Search Engines 
• How to Locate Online Information on Clinical Skills Topics 
• How to Locate Online Information on Office Skills Topics 
• Other Internet Tools and Tips 

 
 
 

 
Developed by: EasyLearning Computer Consulting March, 2008 7 
For: Manhattan Institute 



Internet Training Manual 
 

 

Chapter 1. Overview of the Internet 
 

a. Brief History of the Internet 
 
The Internet is a group of interconnected computer networks that transmit data across 
the world.   In addition to being a resource for information, the Internet offers many 
services, including electronic mail, file transfer, online chat rooms and discussion 
boards. 
 
How did it begin? 
 
In the mid 1960's, during the Cold War, there was a need for a bomb-proof 
communications system. A concept was devised to link computers together from across 
the country. If large sections of the country were effected by a nuclear bomb, computer 
messages could still get through.  
 
In the beginning, only government "think tanks" and a few universities were linked. The 
Internet was basically an emergency military communications system operated by the 
Department of Defense's Advanced Research Project Agency (ARPA). The entire 
operation was referred to as ARPANET. 
 
In time, ARPANET-computers were installed at every university in the United States that 
had defense related funding. Gradually, the Internet had gone from a military pipeline to 
a communications tool for scientists. As more scholars came on-line, the administration 
of the system transferred from ARPA to the National Science Foundation.  
 
Years later, businesses began using the Internet for the administrative responsibilities 
were once again transferred. Currently, no one party "operates" the Internet, there are 
several entities that "oversee" the system and the protocols that are involved. 
 
 
 
 
For more information on the History of the Internet, see also: 
 
The Internet Society – Histories of the Internet: 
http://www.isoc.org/internet/history/ 
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b. Accessing the Internet  

 
In order to access the Internet, there are several items to consider: 
 
What Internet Service Provider (ISP) is available in my area? 
Which ISP shall I choose? 
Should I choose dial-up service or high-speed cable or DSL? 

1.) Internet Service Providers 
An Internet Service Providers (ISP) is a company that provides you with access to 
the Internet.  Usually ISP’s include a monthly fee which includes internet 
accessibility, a log-in and password and additional services such as e-mail (e-mail 
will be discussed in more depth later in this chapter). 
 
For home use, ISP options may include: 
 

 Broadband Wireless Access (broadband technology allows communication 
over a wide band of frequencies; wireless access means you would not need a 
wire to connect your computer to the internet) 

 Cable Modem (modem designed to run over cable TV lines; no phone line 
required) 

 Dial-up (uses telephone line for internet service) 
 DSL (stands for Digital Subscriber Line; a type of broadband digital 

communications connection which it uses existing 2-wire copper telephone line 
connected to the premise and it will not tie up your phone as a dial-up 
connection does) 

 
For business use, ISP options may include: 
 

 DSL (see above) 
 Ethernet (via a Local Area Network, or LAN) 
 SHDSL (Symmetric High-Bit-rate Digital Subscriber Loop; transports data 

symmetrically at data rates from 192 Kbps to 2,320 Kbps; utilizes a single 
copper wire pair) 

 
Here are some examples of ISP’s: 
 

Comcast Cable 
 one of the largest cable providers in the country 
 offers high-speed internet via cable modem 
 website: http://www.comcast.com/ 

 
Time Warner Cable 

 a division of AOL Time Warner, the world's largest media and entertainment 
company 

 within New York State, Time Warner Cable is the largest cable operator, and 
the Syracuse Division is the largest operation in Upstate New York 

 offers high-speed internet via cable modem 
 website: http://www.timewarnercable.com 
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Verizon DSL 
 powered by Broadband technology 
 carries high bandwidth information using ordinary copper telephone lines 
 faster connection than dial-up service 
 allows you to use Internet and use your phone at the same time 

http://www.verizon.com/ and http://www.verizon.net 
 
Netzero (Dial-up) 

 low-cost dial-up service 
 slower connection and speed as compared to cable or DSL 
 additional phone charges and restrictions may apply 
 website: http://www.netzero.com  

 
 
When visiting any of the websites listed above, look for the ‘About Us’ link which 
usually describes the company and it’s services. 
 
Cable vs. DSL? For a comparison summary, see this link on webopedia: 
http://www.webopedia.com/DidYouKnow/Internet/2005/cable_vs_dsl.asp 
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2.) Software (Internet Explorer vs. Other Browsers) 
 
The software application used to locate and display web pages is called a web 
browser, or just simply a “browser”.   
 
Popular web browsers: 
 
Internet Explorer 
Mozilla Firefox 
Safari 
Opera 
Netscape Navigator. 
 
Articles on browser comparisons: 
http://en.wikipedia.org/wiki/Comparison_of_web_browsers 
http://reviews.cnet.com/4520-3118_7-6226062-1.html 
 
The Components of the Internet Explorer Window: 
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Launching Internet Explorer to Access the Internet: 
 
Note: Prior to launching a browser, such as Internet Explorer and accessing the 
Internet, be sure to establish a connection to the Internet via your ISP. 
 
To launch Internet Explorer, do one of the following: 
 

• Click Start, Programs, then select Internet Explorer 
• Single click on the Internet Explorer icon from your Quick Launch toolbar 

(if available).  The Quick Launch toolbar is normally located towards the 
bottom of your desktop)  

 

• Double click on the Internet Explorer icon on your Windows desktop  
 
Tip: If you can’t find a shortcut icon to IE (Internet Explorer) on your desktop, after 
clicking Start, Programs, just right click and select “Send to”, “Desktop (Create 
Shortcut)”. Note: steps may vary depending on your version of Windows. 
 
Internet Explorer’s Menu Bar and Icons: 
 
Menu Bar Commands: 
 

File - Open/Close Windows; Save files, Print 
Edit - Cut, Copy, Paste, Select All, Find 
View - Toolbars, Refresh, Text Size, Stop, Full Screen 
Favorites - Add, Organize or See Favorite Web Sites 
Tools -  Mail and News, Windows Update, Internet Options 
Help - ON-LINE Help for Internet Explorer 

 
Icon Descriptions: 
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3.) Website Addresses (URL’s) 
 
There are two parts to a website address, or URL (Uniform Resource Locator): 
 

 
Part 1: 
 
http, or HyperText Transfer 
Protocol, is the protocol 
using by the World Wide 
Web. When you type a 
website address in the 
address bar, this actually 
sends a command to web 
server and asks it to ‘fetch’ 
and transmit the requested 
web page. 
 
If the URL begins with 
https:// (the additional of ‘s’) 
means it is a secure safe (so 
information is encrypted 
when it is transmitted across 
the web 

Part 2: 
 
The second part specifies the domain name or 
IP address where the resource is located.  
Examples: www.google.com , www.yahoo.com , 
www.manhattaninstitute.com  
 
The suffix of the domain, or Top Level Domain 
(.com, .gov, .org., etc.), signifies which top level 
domains it belong to: 
 
Top Level Domain (TLD) Names: 
 

gov - Government agencies  
edu - Educational institutions  
org - Organizations (nonprofit)  
mil - Military  
com - Commercial businesses  
net - Network organizations  

 
For a complete listing of top level domains, visit:  
http://en.wikipedia.org/wiki/List_of_Internet_top-level_domains 
 
Some TLD’s are generally used or reserved for a country or independent territory.  
There are called ccTLD’s, or country code top-level domains.  In 1996, “.tv” was 
introduced.  It is primarily used in television-related sites but can be registered and used 
for any purpose.  The use of “.tv” is popular because it is abbreviation of the word 
“television”.  In 1997, “.cc” was introduced. The use of “.cc” has become popular 
because the abbreviation is very versatile with regards to it’s meaning 
(http://www.enic.cc/ ). 
 
Many URL’s end in “.com”.  This is because “.com” is one of the most popular top level 
domains used for commercial businesses.  It was one of the original TLD’s, introduced 
in 1985, and has become one of the largest in use. 
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To obtain a URL, there is an entire market devoted to searching and purchasing domain 
names.  Here are just a few examples of websites which allow you to search for and 
purchase domain names: 
 
http://domains.yahoo.com  
http://www.networksolutions.com 
http://www.register.com/ 
 
Some domain names may already be taken.  If that is the case, you would continue 
searching for an available domain name.  Once you search for and locate an available 
domain, you can purchase the domain for one or more years, depending on the 
website’s marketing policy.   
 
After purchasing a domain name, the domain name would be available for you for you 
website.  A website can be created by a third-party company, or you can create one 
yourself if you are familiar with web-authoring software.  After your website is created, 
you will need to locate a company to “host” your website.  When a company hosts your 
website, they store your webpages on their server.  There is normally a monthly or 
yearly hosting fee.  Your hosting company would advise you on how on upload your 
webpages to their server as well as a setup your domain name so your website is 
online. 
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c. What is the World Wide Web? 

 
The World Wide Web (often referred to as just “the Web”) is the series of interlinked 
documents, containing hyperlinks (text which links to other information in the same or 
other document) accessible through the Internet.   
 
The “Web” began in the late 1980's when physicist Dr. Berners-Lee wrote a small 
computer program for his own personal use. This program allowed pages, within his 
computer, to be linked together using keywords. It soon became possible to link 
documents in different computers, as long as they were connected to the Internet. The 
document formatting language used to link documents is called HTML (Hypertext 
Markup Language.) 
 
The Web remained primarily text based until 1992. Two events occurred that year that 
would forever change the way the Web looked. Marc Andreesen developed a new 
computer program called the NCSA Mosaic (as in the National Center for 
Supercomputing Applications at the University of Illinois) which was the first Web 
browser. The browser made it easier to access the different Web sites that had started 
to appear. Soon Web sites contained more than just text, they also had sound and video 
files. 
 
 
 
 
For the full history of the World Wide Web, see also: 
 
World Wide Web Consortium’s History of the WWW: 
http://www.w3.org/History.html 
 
How It All Started: 
http://www.w3.org/2004/Talks/w3c10-HowItAllStarted/ (W3C slide show) 
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1.) Sample Home Pages 
 
The Manhattan Institute  
http://www.manhattaninstitute.com/  

 
 
Some websites, like the Manhattan Institute can be accessed by more than one 
URL, or website address.  In this example, the website address: 
http://www.schoolnyc.com/ also launches the same homepage. This means that 
both domain names are owned and operated by the Manhattan Institute.  The 
webmaster, who normally develops and maintains the website, can setup different 
domains, owned by the same company, to be redirected to the same website.  
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WebMD – provides valuable health information, including subjects such as 
medication and treatment, managing your health, health and fitness, diet and 
nutrition, online community programs and other medical-related topics. 
http://www.webmd.com 

 
 
Craiglist - Classifieds with listings for jobs, apartments, personals, items for sale or 
wanted, services, community, and events. 
http://www.craigslist.org/ (main)      http://newyork.craigslist.org/ (New York City) 
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2.) Landing page 
 
Sometimes called  a Lead Capture Page, is normally the webpage that appears 
when a visitor clicks on an advertisement or a link stemming from a search-engine 
result.  
 
 

3.) Hypertext/Hyperlink 
 
Hypertext refers to text on a computer which will immediately link you to related 
information.  Text can be linked to other information or websites by incorporating 
hyperlinks.  Hyperlinked text may be linked to text within the same document or on 
another webpage. 
 
The difference between the terms hypertext and hyperlink is that hypertext refers to 
text that are hyperlinks (linked to other text, an image, audio clip, etc.), whereas a 
hyperlink itself can be either an image or text which is linked to other text, image, 
audio clip, etc. 
 
A programmer can setup hypertext or hyperlinks to perform different tasks. For 
example, when you click on a word or words, it may link to other text or website; or, 
if you hover over a word, text may display, or a bubble or box may appear with a 
link or text inside; or other hypertext may launch a video clip, audio clip or another 
application. 
 
 

4.) Using Search Engines 
 
There are many search engines available on the Web. Each works a bit differently, 
but in each case, you type a word or phrase (called a keyword) that matches the 
type of information you are looking for and then click a button to begin the search. 
The search engine looks for all the Web pages in its database that contain the 
words you entered. It then displays a list of hyperlinks to Web sites and usually a 
brief description of each.  
 
For example, if you wanted to find out where to stay when visiting Washington, 
D.C., you could type:  hotels, washington, d.c. 
 
If you were only interested in bed-and-breakfast accommodations, you could 
modify your search as follows:  bed and breakfasts, Washington, D.C. 
 
If your search is too specific, broaden it by entering few words. 
 
If you search is too broad, get more specific by entering more specific words. 
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Tips For Improving Your Searches:  
 
• Try different search engines. Because each creates its own database, there 

will be differences in the results. 
• Remember that the results of a search are not exhaustive—not every site will 

be found. Sometimes if you go to one site, it will contain links to other sites 
not found by the search engine. 

• Don't assume that the information doesn't exist just because you don't find it 
on your first search. Sometimes it takes a few searches in different places to 
find information that you can use. 

 
Note: Search Engines will be covered in more detail in Chapter 2. 

 
 

d. Other Internet Resources 
 

1.) Gopher  
Gopher is a term used to describe a search and retrieval network protocol 
designed for the Internet. This term is not used as much today as it stagnated in 
the late 1990’s.   
 
As of 2007, there are less than 100 gopher servers in use. Many of the gopher 
servers presently used are owned by universities in various parts of the world. 
Most of them are not updated except for the ones run by followers of the protocol. 
 
For further information, see: 
http://en.wikipedia.org/wiki/Gopher (protocol) 
 
 

2.) FTP 
 
FTP, or File Transfer Protocol, is a term used to describe the process of 
transferring data from one computer to another computer over the Internet, or via a 
network.  FTP is commonly used to upload files from a local computer to a remote 
computer or server, which may be hosting a website.  An example would be a 
small business owner who maintained his/her own website on a local computer 
and uploaded updated web pages by transferring them using the FTP protocol 
method to the remote server which houses his/her website.  There are many FTP 
programs which can used to transfer files, for example IPSWITCH’s WS_FTP 
Professional; however, the application can only be used if you have access to a 
FTP server for transfer of your files.  
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3.) Telnet 
 
Telnet is a terminal emulation program for TCP/IP networks which connects one 
computer to another, or to server.  Telet is a common method to control web 
servers. 

4.) Usenet 
 
Unenet is a worldwide bulletin board which is accessible on the Internet. It contains 
more than 14,000 forums, or newsgroups and is used by millions of people around 
the world. 
 

 
e. E-mail  

 
There are many different email applications available for use on the Internet today.  
Some email programs are free, such Yahoo Mail, Google's Gmail and MSN’s hotmail 
and run completely online as well as storing your emails online (on a remote server).  
There are also desktop email applications which offer more robust tools, such as 
Microsoft Outlook.  Outook has a desktop version and a web email version.  The two 
versions look very similar, but the desktop version is designed to be launched locally 
from PC or laptop with storage options including local storage or storage on a local 
network.  The web email version of Microsoft Outlook is designed to run remotely so 
you can access your email anywhere by launching via a website address to remote 
server. 
 
Sample email screens: 
 
Yahoo Email: 

 
 
Yahoo email tutorials can be found on: 
http://help.yahoo.com/tutorials/mail/index.html 
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Googles’s Gmail: 

 
 
Gmail Online Tour can be found on: 
http://www.google.com/mail/help/tour/GetStarted2.html (then click on Introduction) 
 
 
MSN Hotmail: 

 
 
Windows Live Hotmail Tour: http://imagine-windowslive.com/Hotmail/Tour/en/ 
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This is a sampling of the Internet Training Manual created for the Manhattan Institute. 
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