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Video:!Technology:!If!you!have!Internet!access,!available!at!
https://youtu.be/BqCJMLrPy8g.!Otherwise,!obtain!a!DVD!from!Prisoner!Reentry!Network.!
(
Cell!Phones!
From!Tibet!to!Tanzania!to!Toronto,!no!
matter!where!you!go!you'll!see!someone!
talking!on!his!or!her!cell!phone.!You!
might!hear!terms!like!4G,!LTE,!GSM!and!
CDMA!thrown!around!and!wonder!what!
they!refer!to.!At!its!most!basic,!a!cell!
phone!is!a!phone!without!wires.!Newer!
cell!phones!can!connect!to!the!Internet,!
but!not!all!are!so!fancy.!You’ll!learn!about!
the!Internet!later!on!in!this!handout!
There!are!a!few!things!to!know:!

Your(Number:!You!will!be!given!a!cell!
phone!number.!People!can!reach!you!at!
this!number,!so!memorize!it.!If!necessary,!
write!your!number!on!the!back!of!your!
phone!using!a!marker,!so!you!do!not!
forget!it.!

Charging:!Be!sure!to!keep!your!cell!phone!charged.!Cell!phones!use!rechargeable!batteries!
that!provide!power!to!the!phone!for!a!few!days,!or!a!few!hours,!depending!on!how!you!are!
using!your!phone.!If!you!run!out!of!power,!you!will!not!be!able!to!make!or!receive!phone!
calls.!Charge!your!phone!at!any!standard!outlet.!

Overview:((
Video:!Technology!
Cell!Phones!
! Basics!

Lifeline!Phones!
Task:!Cell!Phones!

Passwords!
The!Internet!
! Task:!Navigating!the!Internet!

Task:!Opening!an!Email!Account!
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Voicemail:!Set!up!your!voicemail.!This!allows!individuals!to!leave!spoken!messages!that!
you!can!check!later.!Read!your!phone’s!manual!to!learn!
how!to!set!up!voicemail.!!

Texting:!Most!cell!phones!have!the!ability!to!send!text!
messages.!Many!people!prefer!texts!to!phone!calls!because!
they!are!less!intrusive!and!more!casual!than!speaking!on!
the!phone.!While!most!official!business!is!still!done!over!the!
phone,!text!messages!are!a!huge!part!of!modern!
communication.!Text!messages!go!to!the!recipient’s!cell!
phone!and!look!like!this:!!
(
(
(
(
(
(
(
(
(
(
Other(Functions:!Cell!phones!provide!an!incredible!array!of!functions.!Newer!cell!phones!
are!mobile!computers,!and!allow!immediate!access!to!the!world’s!knowledge.!Read!your!
phone’s!manual!to!see!what!it!can!do.!New!phones!have!the!capacity!to!do!some!or!all!of!the!
following:!!
!

• Store!contact!information! • Make!task!or!toXdo!lists!

• Keep!track!of!appointments!and!set!
reminders!

• Use!the!builtXin!calculator!for!simple!math!

• Send!or!receive!eXmail! • Get!information!(news,!entertainment,!stock!
quotes)!from!the!Internet!

• Play!games! • Watch!TV!

• Send!text!messages! • Take!photos!and!videos!

• Integrate!other!devices!such!as!PDAs,!MP3!players!and!GPS!receivers!
!
Useful(Numbers(to(Call:!
911! Call!in!case!of!emergency,!and!you!will!speak!to!a!dispatcher!who!can!send!

paramedics,!the!fire!department,!or!the!police.!!
211! Call!for!information!on!obtaining!shelter,!emergency!housing,!food,!

clothing,!and!other!resources.!Each!CA!county!runs!their!own!211!call!
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center,!so!quality!will!vary.!

411! Information!directory!that!will!provide!phone!numbers,!addresses,!and!
other!information.!Payment!will!come!from!your!next!phone!bill.!!

!
California(Lifeline(Program:!
California!LifeLine!provides!discounted!basic!telephone!services!to!eligible!Californians.!
LifeLine,!sometimes!referred!to!as!“Obamaphones,”!provides!discounts!for!both!landlines!
and!cell!phones.!!
!
Prisoner!Reentry!Network!has!communicated!with!LifeLine!about!how!to!apply!for!its!
services!prior!to!release!from!prison.!Because!the!qualifications!for!LifeLine!generally!
cannot!be!acquired!while!inside,!the!service!is!not!available!until!after!release.!Further,!
there!would!be!difficulties!getting!the!phone!to!you!once!you!leave!prison.!PRN!will!
continue!to!work!with!LifeLine!to!remedy!this!issue.!
!
Handout:!Getting!a!Cell!Phone!After!Release!from!Prison.!
!
Task:!Review!Packet!on!Getting!a!Cell!Phone,!Identify!public!programs!that!qualify!an!
individual!for!lifeline.!
!
Passwords!
It!is!essential!that!you!do!not!forget!your!passwords.!Cell!phones!have!passwords!that!you!
create,!as!well!as!many!websites!Pick!a!password!you!will!remember.!Many!websites!
require!a!password!that!is!a!combination!of!letters!and!numbers.!!Sometimes,!websites!
require!all!of!the!following:!
!

• Capital!letter!
• Lowercase!letter!
• Number!
• Special!Character!(For!example:!!@#$%)!

!
A!good!password!is!difficult!to!guess,!and!special!characters!make!it!more!difficult!to!guess!
them.!For!example,!if!your!password!is!“password”!you!are!more!likely!to!be!hacked.!
However,!if!your!password!is!“Pa$$w0rd”!it!is!less!likely!you!will!be!hacked.!!
!
Good!passwords!are!difficult!to!guess,!but!easy!for!you!to!remember.!Do!not!use!your!
birthdate,!name,!or!other!information!that!someone!could!obtain!by!looking!at!documents!
you!throw!in!the!trash.!!
!
! !
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Description!of!Assurance!Wireless!LifeLine!Program,!one!of!many!LifeLine!providers.!

!
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Assurance!Wireless!Sample!Application:!

!
!
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The!Internet!
!
In#this#section,#look#at#the#Internet#if#possible.#If#this#is#impossible#at#your#institution,#use#the#
screenshots#of#websites,#included#as#an#appendix.#
!
The!Internet!is!a!network!of!computers!that!can!communicate!with!each!other.!Information!
is!passed!between!these!computers,!similar!to!a!telephone!with!audio!information.!The!
Internet!allow!for!all!sorts!of!information!–!writing,!video,!really!anything!–!to!pass!
between!computers.!The!Internet!is!accessible!on!most!computers,!and!all!libraries!have!
computers!that!can!access!the!Internet!for!free.!Rather!than!explaining!how!a!computer!or!
the!Internet!works,!let’s!look!at!how!a!few!websites!appear!to!you,!the!user.!!
!
Task:!If!you!have!Internet!access,!look!through!the!descriptions!of!the!websites!and!look!at!
the!websites!on!a!computer.!In!the!alternative,!review!the!handout!Screenshots!of!Websites!
to!get!a!sense!of!how!the!Internet!can!be!used.!!
!
Google:!Google!is!the!mostXvisited!webpage!on!the!Internet.!You!can!“search”!its!directory!
of!every!website!on!the!Internet.!There!are!billions!of!websites,!so!you!will!need!to!use!
Google!to!find!information.!Type!a!word!in!the!search!bar,!hit!enter,!and!the!results!will!
appear.!!
!
Google(Maps:!Nearly!every!business!and!residence!is!listed!on!Google!Maps.!You!can!zoom!
in!on!the!map,!search!for!the!California!Academy!of!Sciences,!and!then!get!walking!
directions.!You!can!see!what!places!look!like!from!the!street!level.!It’s!really!the!biggest!
change.!If!you!have!a!good!cell!phone,!you!will!have!access!to!this!incredible!resource!in!the!
palm!of!your!hand.!!
!
YouTube:!Youtube!is!the!best!free!entertainment!available.!There!are!300!hours!of!video!
uploaded!to!YouTube!every!minute.!!
!
Gmail:!People!communicate!through!eXmail.!You!can!get!an!eXmail!address!from!Google!for!
free.!This!is!what!eXmail!looks!like.!It’s!a!list!of!messages!you!have!received!from!your!
friends,!business!associates,!and!loved!ones.!To!send!an!eXmail,!you!can!just!hit!the!
“Compose”!button,!and!a!message!box!appears.!Write!who!you!want!to!send!the!address!to,!
and!type!up!your!message.!!
!
Email!addresses!are!often!NAME!@!DOMAIN.!The!domain!is!the!entity!that!owns!the!eXmail.!
If!you!get!an!eXmail!address!at!Gmail,!your!eXmail!address!will!be!USERNAME@Gmail.com!
!#
Sacramento(Bee/LA(Times:!The!print!media!has!had!to!adapt!to!the!Internet.!All!
newspapers!have!an!Internet!component,!and!it!changes!the!way!people!read!the!news.!!
!
Facebook:!Your!online!persona!is!very!important.!It!is!how!you!present!to!the!world.!Many!
people!have!Facebook.!It!is!a!free!website!with!information!about!you,!and!is!a!good!way!to!
reconnect!with!old!friends.!Look!here!at!Prisoner!Reentry!Network’s!director!Jared!
Rudolph’s!Facebook!page.!
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LinkedIn:!LinkedIn!is!similar!to!Facebook,!but!more!professional.!People!do!not!post!
personal!photos!on!LinkedIn,!but!it’s!a!good!way!to!see!someone’s!resume.!Note!the!
differences!between!the!Facebook!and!LinkedIn.!This!one!way!that!people!present!different!
personas!depending!on!the!environment.!This!is!an!essential!skill!for!survival!in!this!
millennium.!!
!
If!this!is!still!confusing,!review!the!document!Navigating!the!Internet,!and!then!look!again!
at!the!screenshots.!It’s!difficult!to!explain!without!a!computer!connected!to!the!Internet!in!
front!of!you,!but!you!may!have!only!these!resources!available.!!
!
Handouts:!Navigating!the!Internet,!What!it’s!like!to!get!online!after!25!years!in!prison!
!
EXmail:!You!saw!earlier!what!an!Google!eXmail!looks!like.!This!packet!–!Setting!up!a!Gmail!
Account!–!will!explain!how!to!get!a!Gmail!started.!Read!through!this,!as!it!is!a!wonderful!
guide!to!getting!this!free!and!essential!tool.!!
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GETTING STARTED 
 

Prerequisites: 
 

It is assumed that the user is familiar and/or comfortable with computer hardware, software and 
the operating system Microsoft Windows. 
 

x This workshop is intended for new Internet users. 
x We will be using PC desktop computers running the Microsoft Windows Operating 

System. Our Web browser will be Microsoft Internet Explorer or Mozilla Firefox. 
x It is important to note that the “Internet,” the “Net,” and the “Web” are all, for our 

purposes, the exact same thing. These terms are used interchangeably in popular culture. 
 

Please let the instructor know if you have questions or concerns prior to starting class. 
 
 

What You Will Learn: 
 

Locate and open a  
web browser 

Use the browser’s menu  
and toolbar 

Use the browser’s 
help feature 

Recognize and navigate to a 
web address (URL) 

Identify and follow links on 
a web page 

Change the size of text on a 
web page 

Use a search engine and 
refine your search Understand error messages Copy text from a web page 

Navigate a variety of  
web pages 

Preview and print a  
web page 

Manipulate and alter 
multiple windows and tabs 

Identify advertisements on a 
web page 

Understand virus safety and 
protect personal info  

Beyond the World Wide 
Web 
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Basic Web Skills/Using a Web Browser 
 
The Web, also known as the World Wide Web (WWW), is essentially a collection of an 
uncountable number of pages of information displayed on the Internet. It is an information-
sharing tool that is growing at an unbelievable rate. According to a Google study, there are over 
a trillion unique web pages and over 4.5 million new websites are registered each month! You 
can view this information with the help of a “web browser”—a window that allows you to view 
online content (e.g., Internet Explorer, Mozilla Firefox, Safari, and Google Chrome). Because 
there is so much information on the Internet, and so many individual sites and pages, it would be 
nearly impossible to find what you were looking for by just “browsing” or flipping through sites, 
not only because of the sheer size of the collection, but also because you wouldn’t know what 
address to go to! To deal with this, we use a web browser to access a search engine, such as 
Google, which allows us to search for a particular topic, word, or phrase.  
 
The Internet is a communications network that connects computers from all around the world. To 
reach different websites, then, we use search engines like Google or Bing to search for websites 
about a particular topic, word, or phrase. Just like you might use the library catalog to find a 
book or the phone book to find a business, search engines organize information and make it 
accessible for Internet users. If you can think of a topic, there is probably a website about it! 
 
 
 
Locate and Open a Web Browser: 

 
A web browser is a program that lets you see 
information and images on web sites. A 
browser reads the information on a web page 
and displays it on your computer screen. The 
two most popular web browsers are called 
“Microsoft Internet Explorer” and “Mozilla 
Firefox.” You should be able to use both of 
these browsers at your local public library. 
 
 
 

To open one of these browsers: 
 

Point to the browser’s icon on the desktop (see images at left) with your mouse and 
double-click on it with the left mouse button (alternatively, left-click once, and then 
press the “Enter” key). A window like the one pictured below should come up on the 
screen. 
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Using the Browser’s Menu Bar: 
 

The Menu Bar is located directly below the Title Bar in the browser window. The Title Bar 
shows the name of the website you are viewing and the web browser. The Menu Bar displays all 
of the options of things you can do in the browser. Today we’ll be using Internet Explorer, but 
the options are more or less the same in any other browser (e.g., Firefox). Once you know how to 
use one, you’ll be able to navigate any of them! 
 

 
 
You can click on any of the words in the Menu Bar to see a list of the tasks you can perform. 
This will bring up a drop-down menu with a list of choices. To select one, point with your mouse 
and left-click once. 
 
Each menu item contains many options. Here’s a brief overview of the things you can do with 
each menu item: 
 
File: Here you can open and close new windows and tabs, save pages to your computer, print out 
websites, and exit the browser. 
Edit: This item allows you to copy and paste text and images from websites, find certain words 
on a page, and undo mistakes. 
View: You can change the display of your browser here, including text size. 
Favorites: This is a place to store and access your favorite and most used websites. 
Tools: These are more advanced settings for your web browser; most likely you will never need 
to use these options. 
Help: If you need more help with the browser, try this menu item. 
 

Using the Brower’s Navigation Bar: 
 
The Navigation Bar is located directly above or below the Menu Bar and contains buttons that 
provide shortcuts to frequently used navigation and menu options, such as forward, back, stop, 
refresh, and home. 
 
Firefox Navigation Bar: 

 
Internet Explorer Navigation Bar: 
 

The following is a description of the most frequently used Navigation bar buttons: 
 
The Back button takes you back to the previous web page that you viewed. 
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The Forward button takes you forward to the web page that you viewed before you 
clicked “Back.” 

 
The Refresh button will reload the web page that you are currently viewing. Web 
pages (especially news sites) will change throughout the day, so it is important to 
refresh them periodically to see the most recent changes. 

 
The Stop button will stop a web page from loading. If a page is taking a particularly long 
time to load, you can try clicking Stop, then Refresh. 

 
The Home button will take you to the webpage that opened when you first 
opened your browser window. If you are at a library, this is most likely the 
library’s home page. It is possible to change your web browser’s settings to open    

a different Home site. 
 

The Address Bar 
 

The address bar will appear either below or above the toolbar. This is a long, white box where 
you will type the address of the site you wish to go to. We will learn more about web addresses 
and the address bar in a little bit. 

 
Using Tabs 

 
One of the new features in Mozilla Firefox and newer versions of Internet Explorer is tabs. Tabs 
work just like tabbed dividers in a filing cabinet or a binder—they allow you to organize 
different pages while keeping them all accessible. You can open a new tab by going to 
FileÆNew Tab, OR by clicking the small button with the plus sign (+) to the right of the last tab, 
OR by holding down the control (CTRL) key and typing the letter ‘T.’ 
 

 
    

Tab 1    Tab 2 (active)        New Tab 
 
The benefit of using tabs, instead of new windows, is that you can view multiple tabs within one 
window, and can switch between tabs very quickly by simply clicking on the tabs. In the example 
above, if I wanted to view the Google page, I would simply click the tab that says “Google.” To 
switch back to the UNC page, I would click the tab that says “UNC.” It is possible to have 
multiple windows open, and for each window to have more than one tab open. 
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Using the Browser’s Help Feature: 
 

As with many other programs, web browsers have Help features that you can use if you ever 
need a hand. The help feature can be found in the browser’s Menu bar. 
 

 
 
1. Point with your mouse to the “Help” option on the browser’s menu 
bar. 
 
2. Click once with the left mouse button. 
 
3. Slide the mouse down to “Firefox Help” (“Internet Explorer Help” 
for Internet Explorer). 
 
4. “Firefox Help” will become highlighted. 
 
5. Click once with the left mouse button. 
 
*It is important to note that all web browsers are not the same. Like television sets, they all 
browse the same Internet, but can be designed differently. The “Help” feature on many web 
browsers may not be found the way it is shown here, but there is very often a “Help” menu 
option, or a “Help” button at the top of the browser window. 
 
A Help window (in Firefox this may open in a new 
“tab”) like the one below will appear on your screen. 
 

 
 
 
 
 
 
 
 
 

 
 
Feel free to explore the help features. You can even search for a particular item if it does not 
appear to be in the index. In fact, you can also search the Internet for help on a variety of topics 
using a search engine—your instructor can tell you how to do this! 
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WEB ADDRESSES/URLS 
 

Go to a Specific Web Address: 
 

Going to a Specific Web Address 
 
Every day, you are probably bombarded with web addresses. On the radio, on television 
commercials, in the newspaper and magazines: “Visit us online at www.businessname.com!” 
Almost every business and organization has a website now. You can recognize websites because 
they will almost all start with “www” or “http” and end with “.com” “.org” “.edu” or “.gov” 
(these endings are called “extensions”). Sometimes web addresses are also called URLs, which 
stands for Universal Resource Locator. 
 
Here is an example of a typical web address: www.google.com 
 
You would type this into your address bar to access Google’s website. 
 
Let’s take a look at the anatomy of a web address: 
 

http://www.nytimes.com/world 
 
 

 
Now that you know what a web site address looks like, you can go to a specific site by typing it 
in the browser's address bar, which is located just below the toolbar. Other popular websites 
include www.amazon.com, www.wikipedia.org, and www.youtube.com. 
 
Here’s another look at the address bar: 
 

 
 
To go to a specific website, you’ll need to: 
 

1. Left-click once inside the white part of the address bar. This will highlight the address 
already in the bar. You can also click and drag your mouse from left to right to highlight 
the text. 

2. Press Delete or Backspace to empty the address bar. 
3. Type the new address into the address bar (e.g. www.wikipedia.org). 
4. Press Enter on the keyboard. 

Voilà! The website should then appear on your 
screen: 
 
 
 

Extension 
Stands for World Wide Web 

Name of site 

Specific part of the site 
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Following Links on a Web Page: 
 

A link (also called a hyperlink) is an underlined word or phrase or an image on a web page that 
links to either another place on the same page, or to an entirely different web page.  
You can tell that you are on a link when you slide the mouse over text or an image and your mouse 
pointer becomes a hand with a pointing finger.  
 
Go ahead and type a topic into the search box on the Wikipedia site (for example, search for “North 
Carolina”), and then press Enter on your keyboard.  
 
Run your mouse over the Wikipedia page that comes up. You'll notice that as you hover your mouse 
over any of the blue words, the words become underlined, your mouse arrow changes to a pointing 
hand, and (if you allow it to hover for a few seconds) a small description will appear below the link. 
This should also happen if you hover over any of the images on the page.  
 
Let's follow a link! Try clicking one of the blue words that appears on the Wikipedia page that 
you are looking at—your instructor can assist you if you need help. 

 
 
Here is how to do it: 
 
1. Slide the mouse down to a word that is blue, or an image that causes your mouse pointer to 
turn into a hand. 
 
2. When the pointer turns into a hand, click once with the left mouse button. 
 
You should now see a new page with text and other links. You can go back to the previous page 
by clicking on the “Back” button on the browser’s toolbar. 
 
Practice going to different links! Remember that you can use the “Back” button to go back to the 
previous page or use the “Forward” button to return to the page you were looking at before you 
clicked “Back.” 
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Changing Text Size: 

If you are not comfortable with the text size on a web page, you can change it. 
 

1. Move your mouse over the word “View” in the 
browser’s menu bar.  

2. Click once with the left mouse button.  
3. Slide your mouse down to “Zoom.”  

You will see another little menu pop up on the right 
hand side of “Zoom.”  

4. Slide the mouse to the right and left-click once on 
“Zoom In” or “Zoom Out.”  

5. Repeat these steps to continue to make the text 
incrementally larger or smaller.  

The text on the web page that you are currently looking at should change according to what you 
have chosen. To change the text size back, just repeat the previous steps, but this time select 
“Reset.” This tool can be very useful, considering that web pages come in all shapes and sizes—
it essentially magnifies or “zooms in” on the text so that it becomes easier to read! 
 
 



 

 
 

10 

USING SEARCH ENGINES 
 

Finding Information with a Search Engine 
 
To find information on the web, you will need to use a search engine. A search engine goes out 
and finds information for you on the World Wide Web. There are many search engines out 
available to use.  
 
Google is currently the most popular search engine, but there are many others, such as  
Yahoo.com, Bing.com, and Ask.com. Today, we’ll practice using Google.  
 
Type the web address www.google.com into the address bar at the top of your screen. Then hit 
Enter on your keyboard. 
 
 
 
 
 
 
 
 
 
 
 
This should bring up the Google homepage on your screen. Left-click in the search box. 
 
Type a word or a phrase that describes the information that you are looking for (the fewer words, 
the better—no need to use complete sentences!). 
 
For example, type the word “beach” into your search box to see what Google finds. 
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Refining Your Search 
 
Try the following steps to narrow down your search: 
 

x If you get too many "hits" (listed websites), try adding extra words that describe what you 
want—if that gives more instead of fewer results, put “and” between each word. For 
example, “beach and vacation” will find only pages where both of those words are 
included. 

x Put phrases in quotation marks, e.g. “North Carolina governors,” “Al Pacino,” or “Orange 
County Main Library.” This will find only those pages that contain these exact phrases. 

 
Understanding Error Messages 
 
Sometimes you will type a website address but an error page comes up instead of the website. 
This happens from time to time. The most common cause for this is that you have typed the web 
address incorrectly. You can also sometimes get an error message when you click on a link on a 
web page. This often means that either the link is “broken,” or the page no longer exists. An 
error page can mean a variety of things, including any of the following: 
 

x The website is temporarily down 
x The website does not exist anymore 
x The link you clicked is broken (it was created incorrectly) 
x Your browser can’t open the site because of some restrictions 
x Too many people are trying to access the site at once 

 
There may be nothing you can do to rectify the situation. In this case, you might just have to 
move on and go to another website or choose another link. In this day and age, major websites 
usually never stay down for a long period of time. It is the equivalent of a major television 
network going down—many, many people are working very hard to bring it back up as soon as 
possible!  
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COPYING INFORMATION FROM THE WEB 
 

Saving Images, Documents and More: 
 

You may want to keep information you find on a web site but you don’t necessarily need to print 
a whole page. You can accomplish this by copying and pasting information from the web site to 
a word processing program. 
 
Here is how you highlight the text: 
 
1. Let’s go to the web browser’s “Home” site. Click the house icon to navigate to the page you 
first saw when you opened the browser. 
 
2. Place the cursor before some text you wish to highlight. Try to highlight a whole paragraph if 
possible (your instructor may need to help you navigate to a page with more text if there isn’t 
much text on this site). 
 
3. Hold down the left mouse button. 
 
4. Move the mouse down and to the right until all of the text you wish to copy is highlighted, 
then let go of the mouse button. 
 

 
 
To copy the text: 
 
1. Click on the word Edit in the browser’s menu bar. 
 
2. Slide the mouse down to Copy. 
 
3. Left-click once. 
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This has copied the text you have highlighted onto the “Clipboard,” which stores it for you to 
paste somewhere else. You will now need to open Microsoft Word so you can paste this text into 
a blank document. 
 
Now open Microsoft Word: 
 
1. Double-click on the Microsoft Word icon on the desktop. 
 
Once Word opens, 
 
2. Click on the Edit option of Word’s menu bar. 
 
3. Slide the mouse down to Paste. 
 
4. Left-click once. 
 
*Note: You can also use “Ctrl-C” to COPY and “Ctrl-V” to PASTE instead of accessing these 
options from the menu bars in your browser and Microsoft Word. Ask your instructor if you 
have questions about this. 
 
The text should now be pasted into the blank Word document! 
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NAVIGATING THE WEB 
 

Identifying Advertisements: 
 

It is common to find advertisements on websites. Many of these advertisements are just trying to 
sell you things, but some of them are traps. They get you to enter your personal information and 
tell you that this is for a chance to win money or prizes, but most of the time it’s just to get your 
email address so they can send you junk mail. In extreme cases, malicious websites may try to 
steal personal information such as your social security number or your credit card number to 
steal money from you or even your identity.  
 
Some other advertisements will pop up and tell you that you need to “Click Here” because you 
have a virus and you need to clean up your computer or something similar. Again, these are just 
ways that a company tries to access your personal information or sell you something.  

REMEMBER: You can always ignore advertisements, just like you can change the television 
channel at home. You are not forced to do anything on the Internet! 
 

 
 

Viruses and Personal Safety: 
 

For your own safety, NEVER give out your personal information over the web to unsolicited 
advertisements or unknown websites. These are most likely not secure. If you are applying for or 
buying something from a legitimate organization or company, it will be done on a secure site.  
 
A secure site will display a little padlock somewhere in the browser:  
  
 
 
 
In addition, the web address should begin with https://. The extra ‘s’ in the web address means 
that the site is secure. It is a good idea only to make purchases from well-known, well-regarded 
sites, like www.amazon.com or www.target.com. You should also try to read companies’ privacy 
policies before making a purchase. 
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Viruses are malicious programs that are loaded onto your computer without your knowledge. 
They can destroy or delete everything on your hard drive, such as your files and folders, or 
extract personal information. Your computer can become infected when you download pictures 
and files from the web or email messages, so avoid downloading files from the Internet unless 
you are sure it is safe. If you receive an e-mail from a friend with an attachment, especially if it 
seems strange, verify that they intended to send you the attachment before you open it.  
 
Your home computer should be protected against viruses. You can equip it with virus protection 
software that stops viruses from attacking the computer’s hard drive and your files. When you try 
to download something from the web, the virus protection software will scan the downloaded file 
or image to make sure that it does not contain any viruses. 
 
If you have any additional questions about navigating the web, using a web browser, or using 
a search engine, please feel free to ask your instructor! 

Glossary 
 
Internet vocabulary to know: 
 

x Internet 
x URL/Web Address 
x Browser 
x Menu Bar 
x Navigation Bar 
x Tabs 
x Address Bar 
x Search Engine 
x Error Message 
x Viruses 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Images and screen captures may differ from those seen on another system. 
THIS DOCUMENT IS NOT PROTECTED BY COPYRIGHT. 
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Via

Michael Santos was sent to prison in 1987 and watched the Internet grow from behind bars. It wasn't until
August, 2012 that he got to experience it firsthand. 

By MICHAEL SANTOS

The Internet did not exist when I began serving my prison sentence, in 1987. I didn’t have

direct access to the Internet as it dawned onto popular culture and became mainstream for

many Americans, throughout the “You’ve got mail!” craze of the '90s. Years would pass,

until my release from prison in 2012 before I’d be able to experience the Internet first hand.

While I served my prison sentence, I frequently dreamed of using the Internet. From

reading numerous technology magazines and financial newspapers, I perceived the Web as a

powerful tool. From my perspective, it would become more influential to the advancement

of society than television, radio, and the telephone combined. The interactivity and ability to
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engage people on an infinite scale quickly convinced me that this technology would

transform the world and I wanted to be a part of that evolution. I read extensively about how

citizens from everywhere were using the Internet to advance society, spreading knowledge

and wisdom. I looked forward to becoming a part of the Internet generation.

As a prisoner, I could not access

the Web directly. Staff members

oversaw policies that placed

enormous barriers between the

people inside boundaries and

society. In the prisons where I served my sentence, prisoners were even prohibited from

accessing electronic typewriters. They had their reasons, I suppose, but blocking people

inside from using technology did not go far in preparing them for success upon release.  By

the late 1990s, I became so hungry to experience this new tool for myself, I created indirect

ways to access the Internet. Connecting with society and making efforts to prepare for a law-

abiding life upon release was a priority for me, and I had to figure out ways that I could

overcome the obstacles imposed by prison rules that blocked prisoners from computers.

After reading numerous magazine articles about how people were launching websites, I

wrote out a web design. It wasn’t much. I simply wanted a place to publish essays, articles,

and profiles I wrote about other prisoners. I was still a citizen of our democracy, and as

such, I felt that I had a duty to share my observations with taxpayers. I sent my web design

to people from my support network and they coordinated the development of my first

website. It was simple, but it served the purpose of allowing me to use it as a tool to

document my journey through prison and to write about the experiences of others.

Throughout the final decade of my imprisonment, I published thousands of articles on my

website to help others understand prisons, the people they hold, and strategies for growing

through confinement. 

On August 13, of 2012, authorities allowed me to transition from federal prison to the

community. I was not entirely free when I walked out of prison, as I was scheduled to serve

six months in a San Francisco halfway house, to be followed by another six months on home

confinement. During that final year of quasi-imprisonment that I am still serving in the

community today, I work tirelessly to launch my career. And just as the Internet helped me

through my final decade in prison, the Web continue to help change my life. 

  

On the day that my wife, Carole, drove me away from prison, she handed me an Apple
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iPhone. After she showed me

how to use it, I touched the

Safari icon and began to access

the Web for the first time. I

used Google to search my

name. It amazed me to see how

the search engine indexed so

much of what I had written

about the prison experience

over the years. I was

determined to learn more

about the Internet, to figure

out ways that would help me

connect with others. Using my

iPhone that afternoon on August 13, 2012, I sent my first email message, writing an open

letter that described my first hours in liberty for family. I watched my first YouTube videos,

scanning various professional speakers to get an idea for their presentation styles. The

Internet helped me learn in this way.

Within a few days, authorities allowed me to leave the halfway house and begin working. I

had a job waiting for me and on my first day, I accessed an Apple laptop, the WorkBook Pro.

I’d never used a laptop computer before, but I loved using the Mac to familiarize myself

more with the Internet. I had a presence on Facebook and Twitter, but I didn’t know much

about a best-practices way of using social media. I wrote book-length manuscripts in prison,

but during those first days I spent researching the Web, I realized that I would need to

develop skills to reach my audience in short messages, often in 140 characters or less.

Attention spans in society, it seemed, had shortened.

I used Google to find journalists who might have an interest in my story of serving a quarter

century in prison, and through email I reached out to them. I connected with journalists at

the San Francisco Chronicle. That work eventually led to a front-page story that brought

considerable attention to my work.

Because of my early research, I understood that the digital world would be much more

powerful than print. As such, I began exploring more with social media. I wrote daily for a

public Facebook page. I signed up with Quora and began writing lengthy articles in response

to questions about the prison experience or overcoming adversity. I began developing my
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network on LinkedIn and through writing frequently, I built more followers on Twitter. I

refined my own website so that people could find my work.

It’s been amazing how this work of self-publishing on the Internet has opened opportunities

for me, opportunities which connect me to thousands of citizens. In January, for example, I

received an invitation from Professor Alan Ross at UC Berkeley to address a crowd of 700+

people at Berkeley’s Wheeler Auditorium.  If I had not had access to the Internet, Professor

Ross would not know my name. Through my Internet writings, I received other invitations

to speak, including at the University of San Francisco Law School, and at Stanford.  The

State University of San Francisco offered me an opportunity to lecture, but it also offered an

opportunity for me to teach a course called "The Architecture of Imprisonment." I’m eager

to begin teaching on a university campus in the fall.

Michael Santos at UC Berkeley, Feb 6, 2013

The Internet has changed the world, but it has also changed my life. I’m very grateful for this

medium. The more I learn how to use it, the more I can contribute to helping others

understand the message of overcoming adversity. I look forward to improving my

knowledge of the Internet and to making more connections with followers of the Daily Dot.

Michael Santos is the author of numerous books that describe various aspects of the

federal prison system. He most recent book, Earning Freedom: Conquering a 45­year

Prison Term, shares events from the day of his arrest, on August 11, 1987 through the day

of his release, on August 13, 2012. He speaks on subjects related to overcoming struggle
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Terms 
Gmail is a free, advertising-supported webmail, POP3, and IMAP service provided by 
Google. Gmail was launched as an invitation-only beta release on April 1, 2004 and it be-
came available to the general public on February 7, 2007, though still in beta status at that 
time. As of December 2009 it has 176 million users monthly. The service was upgraded 
from beta status on July 7, 2009, along with the rest of the Google Apps suite. 

 

Sign In Process 

1. Open up your web browser (Internet Explorer, Mozilla Firefox, Google Chrome, etc.) 
2. Type in the address bar—www.google.com 
3. Click on Gmail in the upper right corner of the Google home page.  
4. Type in your Username (which is the first part of your email address. Mine is jkschoen@gmail.com which 

makes my Username jkschoen) 
5. Type in your password. 
6. Click Sign In 
7. OPTIONAL—you may check the box that states “Stay signed in” if you are working on your personal  

computer.  
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Basic Navigation and Tools 
Navigating through Gmail can be easy once you know where the basic tools are that 
you will be using. Most of the navigation (not all) will be on the left hand side of the 
screen as shown on the left.  
 
Your main categories are: 
x Mail—Because Gmail is so large, Mail is a category. Where ever  you are in 

Gmail, if you want to see your email, click the Mail button. 
x Contacts—This is where you can add, edit, remove any or all of your Gmail con-

tacts.  
x Tasks—You can keep track of to-do-lists within Gmail as well. These are called 

tasks.  
x Compose Mail—The biggest button in the list and it does what it says. To create 

a new email, click Compose Mail.  
 

The next area is going to be the main playground for using your email.  
 

x Inbox—Your inbox is where are of your current email is located 

x Buzz— This is Gmail’s—Facebook. With Buzz, it allows you to quickly share pictures, thoughts, videos with 
your family & friends within Gmail.  

x Starred—Every email you deem important can be “starred” for faster visual retrieval of that email.  
x Sent Mail—Any email that you have created and sent will be in this location. 
x Drafts—Emails that you have started but not yet sent, will be found in here. By default any emails you start 

to write, but takes you more than a couple of minutes will automatically go in here. When you are done 
composing and click send, it will automatically go into your Sent Mail box. 

 
Main folders under 6 more 

 
x Spam—This is your unsolicited email folder. Most of your SPAM is caught in Gmail and placed into this fold-

er. Any email that is 30 days old will be removed automatically from this folder.  
x Trash—Just like with your normal computer, Gmail has a trash can. Any email you want to get rid of will go 

into the trash. Emails that are over 30 days old in the trash can will be automatically removed from your 
Gmail account.  

 
There may be more categories on the left side, but for now, we have covered the basic ones you will be using 
the most. For the sake of this class, we will ignore the rest at this time.  
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Composing Mail (Create & Send) 

Step 1 
Step 2 

Step 3 

Step 4 

Step 5 

1. Click Compose Mail 
2. Left click once in the “To” box. Type in the email address of the person you are sending an email to. Please 

remember the following tips: 
x Email addresses are case Insensitive 
x There are no spaces in an email address 
x Hold down the “Shift” key and tap the number “2” to get the @ symbol 

3. Left click once in the “Subject” line. Now type in your quick subject line 
4. Left click once in the “Body”. Type in the actual message of your email.  
5. Left click once on “Send” when your email is complete.  

To, Cc, Bcc—What do they mean? 
To—to whom you are sending the email. All senders placed within the “To” box will be displayed to the  
receiver.  
 
Cc—to whom you are “carbon copying” the email.   Carbon copy paper made it possible to send the same letter to two (or even more 
if you hit the keys really hard) different people without the onerous task of having to write or type it twice. This is the same thing.  
 
Bcc—to who you are “blind carbon copying” the email.  All senders placed within this box will NOT be displayed to the receiver of the 
email.  
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Sending an Attachment 
The hardest part about sending an attachment is finding it within the computer. Lets us take a couple of seconds 
(or minutes) to find out where most basic files are stored.  
 

Windows XP 
 
In Windows XP, all of your items are normally stored (by default) inside the My Documents Folder. Inside My 
Documents you will find your files and folders as well as My Pictures, My Music, My Videos as shown below. 
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The hardest part about sending an attachment is finding it within the computer. Lets us take a couple of seconds 
(or minutes) to find out where most basic files are stored.  
 

Windows Vista and 7 
 
In the upgraded version of the Microsoft Operating System, they have changed things slightly. You will now no-
tice that everything is one level under the User Account. The reason we are showing you this is because you 
have to FIND where the files are placed in order to attach them! 
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Sending an Attachment Continued 
When you create an email, you will still follow the previ-
ous steps (please refer to page 5) but before you click 
Send you will need to find the words “Attach a File” 
which is located right under the subject line box.  
 
Let us practice that now. Turn back to page 5 and start a 
basic email. Work steps 1—4 then come back to this 
page.  
 
4a— Left click once on “Attach a file”. A new window 
should appear. It will NOT look exactly like the window 
below, but should look close.  

Step 4b—Left click on Libraries 

Step 4c—Double Left click on 
Pictures 
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Step 4d—Find the Folder with 
Sample Pictures and Double left 

click on it to open.  

Step 4e—Find the Picture you 
want to attach and Left Click 
ONCE, then click on Open.  
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Sending an Attachment Continued 
4f— Once you clicked “Open” in the previous step, you should have been brought back to your normal window. 
You can make sure your attachment is there by looking under the Subject line and seeing your file that you 
attached. You will notice in the image below that I have attached a file called design_page.JPG. 
 
Now you may continue to Step 5 which is to click 
“Send”.  

The file you have attached 
should be here. 

Formatting Your Email 
You can change the formatting, font and color of your message text using the tools located above the compose 
window.  
 

x Click Compose Mail at the top of any Gmail page. 
x Click the icon for the formatting feature you’d like to use in the formatting toolbar above the com-

pose window. If you don’t see any icons, click Rich Formatting >> to display all formatting options.  
x Type your message. 

 
If you decide you’d like to write a message in plain text format, just click Plain text along the top of the compose 
window.  Below is an image of all the basic formatting options.  
 
You can find all of the options on the next page.  

Formatting Options are list be-
low. For information about each, 

turn the page.  
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Contacts 
Your contacts are essential to your email. You can store infor-
mation (not just email addresses, but phone numbers, notes, 
pictures, etc.) about the people you send email and access it 
all through the Contacts link on the left-hand side of any Gmail 
page. Some people are automatically added to your contacts 
list based on messages you've sent or received, but you can 
also manually add people. To create a contact:  

1. Click Contacts along the left side of any page 

2. Click the New Contact button in the top-left corner of the 
Contact Manager. 

3. Enter your contact’s information in the appropriate fields. 

4. Once complete, it will automatically save your contacts.  

You can enter additional contact info by clicking More Infor-
mation or by clicking the add link next to the appropriate field. 
Enter your contact's information in the appropriate fields and 
click Save. 

If you're transitioning to Gmail from another email program 
and already have a contacts list from your old account, you 
can import contacts through a CSV file or by importing them. 

Email addresses are automatically added to your Contacts list 
each time you use the Reply, Reply to all, or Forward functions 
to send messages to addresses not previously stored in your 
Contacts list. If these addresses don't appear immediately, try 

waiting a few minutes or signing out of your account and signing back in. "Also, each time you mark a message as 
'Not Spam,' your Contacts list is automatically updated so that future messages from that sender are received in 
your inbox. 
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Reading Email 
Gmail groups all replies with their original message, creating a single conversation or thread. In other email sys-
tems, responses appear as separate messages in your inbox, forcing you to wade through all your mail to follow 
the conversation. In Gmail, replies to replies (and replies to those replies) are displayed in one place, in order, 
making it easier to understand the context of a message -- or to follow the conversation. 

When you open one message in a conversation, all of your related messages will be stacked neatly on top of each 
other, like a deck of cards. We call this Conversation View. In Conversation View, each new message is stacked on 
top of the ones that arrived before it, so that the newest message is always the one you see first. 

To see all the messages in a conversation, just click Expand all. 

Please note that a conversation will break off into a new thread if the subject line of the conversation is changed, 
or if the conversation reaches over 100 messages. 
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Reading Attachments 
You can view attachments in Gmail in several different ways: 

To view an attachment in its original format: 

1. Open the message containing an attachment. 
2. Click Download at the bottom of the message. 
3. Choose to Open or Save the file. Opening the file displays the attachment in a new window. When you're fin-

ished reading the attached file, close the new browser window to return to Gmail. 
 

To Read—click on either the 
name (who the email came from) 

or the subject line.  
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If you'd like the contents of your attachment to appear in a new browser window without having to down-
load the file, view the attachment as HTML. Here's how: 

1. Open the message containing an attachment. 
2. Click View as HTML at the bottom of the message. 
3. When you're finished reading the attached file, close the 

new browser window to return to Gmail. 
Viewing attachments as HTML is a quick and easy alter-
native to downloading files. You can view the following 
types of files as HTML: .pdf, .doc, .xls, .ppt, .rtf, .sxw, 
.sxc, .sxi, .sdw, .sdc, .sdd, and .wml. 

If the attachment is a Microsoft Excel file or comma-separated 
values (CSV) file, you can open it using Google Spreadsheets: 

1. Open the message containing an attachment. 
2. Click Open as a Google Spreadsheet at the bottom of the 

message. 
3. When you're finished reading the 

attached file, close the new browser win-
dow to return to Gmail. 

If the attachment is a Microsoft Word file 
(DOC), you can open it using Google Docs: 

1. Open the message containing an attach-
ment. 

2. Click Open as a Google document at the 
bottom of the message. 

3. When you're finished reading the 
attached file, close the new browser win-
dow to return to Gmail. 

Replying/ Forwarding an Email 
When you want to reply to an email, you will first need to: 
1.  open the email to see the contents.  
2. Then you will need to look below the contents of the email and you should see (image shown on the next 

page)  the words Reply. Click  the reply button. A new window will appear and the “To” will already be filled 
in.  

3. Type in your message.  
4. Hit send when complete.  
 
When forwarding an email, follow the exact same steps EXCEPT you will have to fill in the “To” field but the 
email body will already be in (no need to type in the message).  
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Click Reply to send the message 
back to the orginal sender or 

click Forward to send the mes-
sage to new recipients.  
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Deleting Email 
Gmail lets you delete either an entire conversation or one message from a conversation. Deleted messages are a 
lot like the stuff in the trash can in your kitchen: eventually, it's all going in the big dumpster outside, but for a 
little while, you can still rummage through it if you lost something important. Gmail will empty messages from 
your Trash automatically after 30 days, or you can permanently delete messages yourself. 

It's okay. Just after you delete a message, a yellow bar with an Undo link appears at the top of the page. If you 
click it, your message will be moved from Trash back to its original location. As long as your change of heart oc-
curs within 30 days of deleting the message, you can also retrieve it from Trash by clicking Trash, selecting the 
message in question, and clicking Move to Inbox. This won't work if you've already permanently deleted the 
message, though. 

No, really. I don't even like having that message in my Trash. Please take it away. 

Once a message is in Trash, Gmail will delete it in 30 days, but you're more than welcome to delete it perma-
nently yourself. 

1. Click Trash along the left side of any Gmail page. (If you don't see Trash along the left side of 
your Gmail page, click more above Contacts on the left side of the page.) 

2. Check the box next to the message you'd like to permanently delete. 
3. Click Delete Forever. This time, it's really gone forever. 

Need Help Fast? 
Try our new Remote Service.  

 
We can solve problems even though you 
may think it is impossible. Solving problems 
like: 
 

x Virus Removal 
x Software Installs 
x Basic Updates 
x Speeding Up Your Computer.  

 
This is the safest & fastest way to get your 
computer fixed. You will have to download 
and install software that can be found on our 
website: 
 
www.thecomputerguy-joe.com/remote.html 

x Here's how you can get rid of an entire conversation:  
1. Open the message (or select the checkbox 

next to it). 
2. Click the Delete button to move the mes-

sage to Trash. 
 

x And here's how you'd preserve most of a near-perfect 
conversation, but forget about a single message:  

1. Open the conversation and find the mes-
sage in question. 

2. Click the down arrow next to Reply, at the 
top right of the message pane. 

3. Click Delete this message. 
 

 
Oh no! I've made a terrible mistake!  

I want that message back! 
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Digital Transfer Services  
 

The Computer Guy, LLC is now offering Digital 
Transfer Solutions to you. It is time to look 
through all your old slides, videos and photo col-
lections, dust them off and digitize them to a per-
sonalized DVD.  
 

x VHS and VHS-C to DVD 
x Slides to DVD 
x Photos to DVD 
x Photo Retouching 
 

Each DVD includes a customized DVD Case, 
DVD menus and your choice of musical back-
grounds or your own voice over. For more infor-
mation check out our website at: 
 

www.digitaltransfer.thecomputerguy-joe.com 

You can also place a check mark (left click in the small box next to 
the mail message) next to each email you wish to remove, then just 
click the delete button at the top of the page.  


