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	Description

 

WebReady is a self-paced class based on competency, which will give you credit for what you already know about using the Web, as well as offer you the opportunity to learn more about finding, understanding and using information! 

You can take WebReady (Lessons1-7) for credit or use the entire web site as a free resource. 

You can register at anytime during the semester before or after you complete the lessons. 

Web Competency Lessons 1- 7 ( 1-unit course)
As you proceed through these lessons, you will apply computer, browser, email program, text and graphic application skills to communicate and transfer information via the Web.

Experienced Web users can take the 

demonstrating existing skills by submitting the six web projects in record time, or. . . allow a little time to read up on new and relevant materials.

Information Literacy Resources (four-module resource - not for credit)
In addition, you will find four resource modules to help with the research process: selecting a focused topic, applying fair-use ethics, researching your topic using library resources and researching your topic using Internet resources. In the process, you will be guided to a wealth of information and some amazing tools and services.

 

	 

	Requirements

 

To do the assignments online, you will need to:

Course Work
Complete 7 Lessons 

Submit Lesson web forms and demonstrate lesson skills by emailing the lesson assignments to your instructor (where indicated to do so.) If a lesson is completed correctly, the "credit" grade will be posted on the Progress Report page.
If not completed correctly, an email will be sent to you asking you to fix an incorrect response.

All assignments listed in the syllabus must be completed by the end of the semester for credit (CR).

  

Submit the Pretest and Posttest 

Don't skip the Pretest in the Orientation.

 

To do the assignments online, you will need: 
Hardware and Software
Access to a computer

modern system

A modern operating system

within 2 versions of current system (Windows XP+ Mac OSX10.4+)

An Internet connection 

an internet connection: dial up modem connection or a DSL connection from home, or access to a computer on a network connection in a library, at work, or in a campus Learning Center: Cañada, CSM, Skyline
An email account 

or a free webmail (Hotmail, Yahoo, etc.) account or an account using an email client (Email and Internet)

A current Internet browser

Internet Explorer, FireFox, Safari . (Browser Requirements)
A word processing program

A modern one! (Microsoft Word XP, Word Perfect, Apple Works. See your college bookstore for educational pricing or www.collegebugs.com) 

A file compression program

Aladdin Stuffit, WinZip or an operating system compression program (WindowsXP) or Mac archive program (required for and available in Lesson 5.)

Adobe Acrobat Reader

download -- (Required for Lesson 6.)

 


	  

	 Syllabus 

 

Internet Skills (1-unit course)
In this course, students will learn or review essential skills for interacting in a course that uses the web.  Students will be applying computer, browser, email, compression, text and graphic application skills to locate, read and exchange information over the Internet.  Students will also determine whether the online environment is suitable for their academic participation and success.

  

	Orientation 

Pretest 
	Studying on the Web - What's Involved? 

Students will have an introduction to managing time and tasks while studying online, adapting the Web environment to personal learning styles, and dealing with technical & access barriers, providing feedback

Upon completion of this lesson students will have:

· understood the questions that should be asked before registering for an online course (unseen variables in courses called "online") 

· verified basic software and hardware needed to participate in academic work online

· understood and employed strategies for managing time spent in an online course 

· readied his/her personal computer systems for the organization, storing and finding of files and folders

made choices about how to tailor the online environment to personal learning styles.

located assistive technologies and campus support to suit personal needs (text readers, zoom text, JAWS)

understood the role of giving feedback to the instructor whenever taking an online course. 

 

	Lesson 1 
	Customizing the Browser 
Students will be introduced to the variety of browser preferences that can be set and will learn the benefits of using the full features of their browsers.

Upon completion of this lesson students will have:

· understood the various functions of browsers.

· analyzed the different parts of URL addresses and understood how each part functions

· updated his/her browser to the most recent version

· run a browser check to see that java, cache, and media plug-ins are working

· experimented with and selected personal browser preferences

· adjusted the browser toolbars for maximum efficiency

· demonstrated navigation skills


 

	Lesson 2 
	Searching the Internet
Students will be introduced Internet history and current best practices for finding information on the Internet and evaluating authority of the their sources.

Upon completion of this lesson students will have:

· understood how the Internet came into existence

· understood the basics of how search engines work and how to select the best search engine for a particular task

· analyzed the difference between subject and keyword searches

· practiced doing a Boolean search

· learned about and employed effective search strategies

· evaluated the relevance of returned items from searches

· evaluated the authority of returned items from searches

· demonstrated advanced search skills (using search syntax to find requested information).

 

	Lesson 3 
	Receiving and Sending Email 
Students will be introduced to the basics of sending and receiving email and understanding how a browser, an email account, an email client (program) are involved in sending email messages; practicing their use

Upon completion of this lesson students will have:

· examined how an email message is routed through the Internet using a service provider, an email server and routers.

· analyzed the difference between email applications and webmail

· practiced configuring an email client to work with a service provider

· demonstrated skill sending an email message using a web form

· demonstrated skill sending an email message using an email client or webmail
 

	Lesson 4 
	Receiving and Submitting Attachments
Students will be introduced to various file types that maintain formatting while being transferred over the web.  

Upon completion of this lesson students will have:

· evaluated which file types are most suitable to send under specific 

· identified issues related to email attachments and adopt strategies to deal with them  (viruses, unreadable files, locked file, "lost" files)

· demonstrated skills with attachments: 

· to receive email with three attached files

· to open the files, compare formatting and modify the document files

· to attach a document file and return it to the instructor

 

	Lesson 5 
	Compressing and Decompressing Files 

Students will be introduced to the advantages of compressing large text and graphic files for rapid and secure transmission on the web

Upon completion of this lesson students will have:

· identified the advantages of using compressed files under specific circumstances

· compared the different compression schemes available on the Internet

· downloaded the latest version of compression software (or made sure that the compression software native to their computer system is up to date

· compared the different graphic compression schemes available and know when to use each type

· observed examples of how graphic compression works

· located and tried out an online graphic optimizer

· demonstrated the ability: 

· to receive email with compressed files

· to optimize the received graphic file

· to put the files into a single project- folder, compress it, attach it to an email and return it to the instructor

 

 

	Lesson 6 
	Using Acrobat Reader to Receive Documents 
Students will be introduced to the advantages of using PDF files.

Upon completion of this lesson students will have:

compared and evaluated various uses of PDF files

downloaded the latest Acrobat Reader version (not the Professional version which must be purchased)

practiced using the Acrobat Reader navigation for a PDF file 

demonstrated the ability: 

· to download a PDF file

· to open, read and respond to questions about PDFs to the instructor

	Lesson 7 
	Collaborating Online 

Students will be introduced to using discussion boards to participate in academic interactions and exchanges

Upon completion of this lesson students will have:

· been introduced to a number of programs for collaborating online

· considered additional uses for forums

· reviewed discussion dynamics and techniques for keeping a discussion moving

· demonstrated skills in the WebReady Forum: 

· to correctly enter login and password

· to navigate to the forum page (in WebAccess LMS)

· to post a message

· to respond to another participant's message

· to post a message sharing information - including a URL and image
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	Course Level Student Learning Outcomes

MULT 101 WOH  - WebReady

1)
Identify and employ strategies for scheduling time, managing technical barriers and adapting online environment to learning-style preferences.

2)
Identify optimal browser settings and demonstrate ability to adjust settings for both efficiency and personal viewing requirements. 

3)
Describe general Internet history; identify and demonstrate current best practices for finding information on the Internet and evaluating authority of sources. 

4) 
Identify various email types: client-based, web-based email, POP and IMAP; demonstrate ability to send and receive email;  describe the process in which a browser, an email account, an email client (program) send and receive email messages. 

5)
Identify and demonstrate best file types for transferring text and images via the web. 

6)
Identify and demonstrate best compression types for transferring text and images via the web. 

7)
Identify and describe circumstances for using PDF files; demonstrate ability to use Acrobat Reader. 

8)
Identify common collaboration programs and their uses; demonstrate ability to use a discussion board both technically and socially. 

9)
Evaluate whether pursuing course study online is suitable for personal learning style and preferences.

 

	 

	Research Resources 

 

Information Literacy Resources (optional; not part of the 1-unit credit course above)
"recognize when information is needed and have the ability to locate, evaluate and use effectively the needed information" (American Library Association)

	
Introduction 
	
An Introduction to the Research Process 

The student will be introduced to the steps in the research process.

· Prepare

· Recognize

· Locate

· Evaluate

· Use

	Research
	The Research Process 

The students will examine the preparation step of doing research

· Schedule

· Determine area of interest

· Narrow the topic

· Identify types of information needed

	Ethics 
	Research Using Ethics 
Students will be introduced to copyright laws, avoiding plagiarism and using MLA citation standards:

· discriminate between fair use and illegal us

· determine whether any borrowed portion of an essay is "fair use" or needs permission

· adopt strategies to avoid plagiarizing other people's work .

· use MLA standard citation in-text and in the final bibliography 

	Library
	Research Using Electronic Resources - Library 
Students will be directed to using the library catalog & databases

· Determine whether to use a "brick and mortar" library or a virtual library to find resources 

· Identify the various types of print resources 

· Practice Subject, Author, Title and Keyword searches 

· Identify the various types of periodical resources

· Determine which types of print resources suit the information type you need 



	Internet
	Research Using Electronic Resources - Internet 

Students will be introduced to advanced search skills using the Internet:

· Locate pages on the web

· Examine URLs  and their sources 

· Locate information on the Web using Web Directories and Search Engines

· Apply evaluation criteria to web pages to determine whether information should be included in research


 

	 

	Learning Tracks 

 

Your skill level will determine how fast you can progress through the course.

 
Advanced
DEFINITION:  Know how to use a browser, can send and receive email and attachments, can compress and decompress files, can use plug-ins such as Acrobat, can interact on discussion boards and in chat rooms 

WEBREADY RECOMMENDATION: If you are advanced, you will probably be able to do this lesson in one sitting. Take the 

.  After checking your knowledge against the lesson objectives (posted on the main page of each lesson) advance to the lesson assignment and demonstrate your skill.

Intermediate

DEFINITION:  Know how to send email, use a browser and search the Internet. Can use plug-ins that are part of the browser and can communicate in chat rooms 

WEBREADY RECOMMENDATION:  If you are intermediate, you may find a couple of the links useful to fill in the gaps. Skim through the text and find what you don't know. The study-quizzes will help you check for knowledge gaps and the resource links will offer detailed information for "inquiring minds who want to know". Then ,advance to the lesson assignment and demonstrate your skill.

Beginning 

DEFINITION:  Know how to turn on computer, find files on the computer's desktop, send and receive email (but without attachments or compressions)

WEBREADY RECOMMENDATION:  If you are just becoming comfortable working online, block out an hour of time to spend on each lesson. Find a quiet place where you will not have interruptions. Spend some time reading the text and clicking on the resources links. 

Novice (At this time, this class is not for you) 

Before you take this class you will need to learn some basics such as 

[image: image5]..how to turn on and shut down your computer properly
.... (See your computer's operating instructions.)
.. how to use your operating system (Windows or Mac OS 9.0)

1. use a mouse - click,double click, drag (right click - PC), 

2. use the finder menu bar (Start Menu), pull down menus, dialog boxes

3. resize a window, move a window, activate a window, collapse a window, 

4. open a program, use its tool bar, create a folder, save a file into the folder, search for lost files on the hard disk

5. organize and find files within files on the hard drive 
6. how to use your word processor. (Microsoft Word).
....Check your college's course catalog for classes.

 

	 

	Grading Information

 WebReady is a Credit / No Credit (Fall 2008 - Pass/No Pass)  course that requires the completion of: 

the Orientation Pretest

Lessons 1 - 7

the Post test

the feedback survey (optional)    

Check your Progress

Upon completion of a lesson quiz or demonstration of a skill, the word"complete" will be posted on the Progress Report page (link located on your personalized "Announcements" page. )  You will also be in email contact with the instructor.

If not completed correctly, the assignment will be returned (with comments) and will need to be resubmitted by email until the assignment is done correctly and receives a "complete" from the instructor.

Example:
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All assignments must be completed to receive course credit.  No partial credit can be given.
All assignments must be completed by the end of the semester to receive credit.

 

Continue (Click "new user" link if you do not already have a login name and password.)
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