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1. INTRODUCTION

1.1 INTRODUCTION

Governments across the World are encouraging people and businesses to
learn about and to use ICT s (I nformation and Communications
Technol ogies). The challenge is to get "online and digitally literate”
(European Commission, 1999) and to "quickly exploit the opportunities of
the new economy and in particular, the Internet" (European Council,

2000).

Technology, computers and ICT are already fast becoming an integral way
in which many of us work and do business. Thi s section will provide
info rmation on the benefits and possibilities of using technology to
enhance your business. Because each business is individual, our approach
will be to provide a framework where you can assess what technologies

are right for your bu  siness, understand what they can do for you, and how

to use them . The focus will remain firmly on proven business pro cesses
and working technologies . Any new technology that can increase your
‘bottom line'  for imp roving business is worth investigating i you will learn

about the basics here

Using ICTs is like other things in life - only when you try them out yourself

will you see how easy or how useful they are for you.

Our main focus will be on doing what you are doing already, but seeing
how ICTs can enh ance these processes. In other words, you will be

learning skills to respond to your practical needs. The only requirement for
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this mo dule is an open mind. Once you learn about and consider some of
these ICTs, you can with confidence decide either to adopt or reject based
on a solid u nderstanding of the technologies as well as your business

needs.

ICTs for your business

Your choice of which ICTs to consider depends on your type of business
and your individual needs. This choice will probably be substantial ly

diffe rent to the choice of another business. This is as it should be.

To consider which ICTs have potential for you, let's take a quick tour of
some of the major items and what they have to offer your business.
Please note that this summary includes the often -overlooked 'low -tech’

basics as well as the more high  -tech solutions such as Internet and email.

1.2. How this module will help you and your business

Later in this module, you will undertake a "Needs Analysis". Put simply,
this means that you will exami ne what your and your business needs are,

so you can focus on the issues which are most important and relevant to

you.
These are some key questions that you should ask to yourself when
considering which types of ICTs have potential for your business. This will
ensure that you are focused on ICT serving your business needs , and not

the other way around!
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1. Reducing Costs and increasing Productivity

Which part(s) of your business might benefit from ICTs (Information and
Communications Technologies) to help you reduce costs or increase

produ ctivity?
Examples of these aspects of your business might include:

A Communicating with your supplier(s)

A Reducing overheads (travel, postage, communications) by using
email

A Managing your finances online

A Reducing spending on  outsourcing by learning how to write, print,
manage a web site etc.

A Allowing you to work more flexibly - e.g. do some parts of your work
from home.

A Sourcing new suppliers and services

A Sourcing partners to outsource non -core business activities

A Getting info rmation such as weather, exchange rates and prices.

2. Customer Service

Has ICT any potential to help you communicate better with your

customers?
Examples of these aspects of your business might include:

A Maintaining a list of customers with contact detail S
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A Notifying existing customers of special offers to existing customers
via post or email
A Maintaining personal touch with valued customers.

A Rewarding customers for referring new business

3. Considering Costs:

If you start to use ICTs, what implications mig ht this have for your time,

your training needs or the needs of your staff/co -workers?
Examples of these aspects of your business might include:

A Costing equipment such as fax, computer, internet connection, other
technologies

>

Training costs, or sourcing gr ants or local assistance

>

Time spent on learning new work practices or using ICT to adapt
existing practices

>

Delivery costs of products ordered through a web site.

4. Sales and Marketing:

Is there potential in your business to find, communicate with or per haps
even sell to new customers? If so, where, how and how much will such
marketing and advertising cost and what are your potential gains? Is this

therefore a sound investment of your time and money?

Also, can you learn and improve on what your competitor s are doing, and
thus make a better offering of your product(s) and service(s) to the
market? Are you aware that you customers can also use technology to

compare your products and prices with that of your competitors?
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Examples of these aspects of your busi ness might include:

>

Running a marketing campaign with special offers

p

Investigating how competitors operate by viewing their web sites

>

Expanding your range of products or services or adapting them to
suit an international market

A Investigating competitors, t heir products and services, and their
pricing
A Your business may benefit from being able to sell globally via a web

site.

>

Even without any sales channel, a web site may give customers
product, services and contact information without taking up your time
answering a letter or the phone.

>

Using an online auction such as e -Bay to provide an additional sales
channel for your product or service.

>

Having a monthly newsletter to keep customers and the public up to
date about your products.

>

Having sales and promotion materials available online 24/7

5. Specific Skills

Throughout this module, you will see how ICT can be used to support your
day-to-day business processes with special attention to use of the
Internet.  You will be shown the steps involved by way of tutori al as well

as finding out where to access further information  for these tasks.
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1.3. Broader Benefits of using ICTs

As well as the business benefits above, learning to use ICTs can also
enrich your personal and social life. The following are some possible

examp les.
Personal Benefits:

A Become more confident about discussing ICT issues

A Keep in touch with friends and relatives abroad through email and
chat rooms

A Use the Internet to research, learn or entertain

A ICTs are not ageist, racist or gender biased.

A Find infor mation on your interests (cooking, knitting, literature,

educ ation, etc)

Community Benefits

A Maintain local ties using regular email

A Access to flexible and life -long learning opportunities (formal and
informal)
A ICTs can foster and support social inclusion
A Communities training together can strengthen local friendships and
cooperation.
And finally a Success Story, how the Internet  helped to turn a farm into

an eco-tourism and eco -industry business:

Ea Velsvebel and her husband Stephen Greenwood took over a sm all rural

farm in Estonia in 2004. A gricultural  production was not sufficient to
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make a living . So they started an alternative business: soap making with
ecological ingredients. The products are offered and sold directly to
visitors, but also are promot ed t o fAGr ee n%hopa aldverEEarope.

Using technology has allowed them to:

A Advertise their  products globally via a web site
A Deal with queries and  orders more efficiently
A Use email to develop customer relations and repeat business

A Design and print  their own colour brochures and business cards
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2. OPPORTUNITIES TO USE ICT IN RURAL
TOURISM

Owners of accommodations increasingly understand the advantages of
using | CT in marketing processes. In this chapter, we shall review the

most important of these advantages, focusing on the views of owners in
this regard. Three years ago, a representative sa mple of business owners
in rural tourism was interviewed to learn their views about the
opportunities which |  CT offers today. Respondents were asked to list
skills which are fundamental, useful or unimportant for a businessperson

who wishes to launch succ  essful commercial operations in rural tourism.

The survey provided the following results :

14 +3
12 4
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10 4 5
8 a
2 4+ Olmportannt
G WL sefull
B 1 ] 5 Orot importan
4
4 . —
210 [T
0 = ,
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Lise work with e create visual create and
e-rmail spreadsheats accounting rmarketing rnaintain
and prograims aterials horne page
docLinennts [buisiness cards,
banmers,
logos, etcl

1. Skills necessary in rural tourism
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The main conclusions from Figure 1 are that owners feel that the most
important skill is to handle E -mail, while the ability to p repare simple
documents and tables is in second place. Respondents also think that the

ability to handle bookkeeping and to produce visual materials is also
important  or at least useful. The ability to maintain a homepage on the

Internet is seen more oft  en as only useful, but as the role of E -commerce
increases in business, we can expect that accommodation owners and

managers will quickly change their mind about this.

2.1. E- malil

E-mail ensures fast, effective and inexpensive communications with

clients. E -mail also makes it possible to receive professional news and
information and to apply these in everyday operations and marketing. E -
mail does not require a permanent Internet connection T dial-up is
enough. This can be provided via a fixed telephone line o r a mobile phone
at this time. E -mail is becoming more and more important in receiving
reservations from travel agencies and clients, particularly if the target
audience for the accommodation is foreign guests. It must be taken into

account, however, tha t if an owner offers an E  -mail address, then the
mailbox must be checked at least once a day, and the owner must be able

to answer the E -mails that have been received within 24 or, at most, 48

hours.

There are lots of opportunities to open up an E -mail mai Ibox, both free
and for afee . People who contract an Internet connection usually get one

or more E -mail addresses for free. The problem appears when you
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change the Internet access provider: the se mailbox es will no longer be

available for you.

A second option is to register oneds own I ntern

E-mail boxes. The domain www.routes2.sk for instance, could have an E-

mail address info@routes2.sk . Most Intern et providers offer nowadays

the registration of a domain name and have ready packages available that

include hosting of this domain, some web space , and several emalil
addresses. The registered name will belong to you, and if you decide to
change your Inte rnet provider, you can take it with you, either for free or

for a small additional fee

Free E -mail addresses are the third choice. This option is very popular

with users that need to have access to their email from different points,

Free in Slovakia Notes Parameters
Free server belonging to Petit x 3 Gband more
www.post.sk _ _ )
Press, a.s. x  Online registration
Free server owned by x  Online registration
www.centrum.sk .
Centr um Holdings x 2Gb
Otherwise, Gmail is mostly used in Slovakia as free email service (see next)
Free international
www.gmail.com Free server belonging to x 2Gb
Google

x  Online registration at
www.gmail.com

x  Web mail

x  Free POP3 access

www.hotmail.com Server belonging to MSN x 25 Mb (250 Mb)
(Microsoft Network)

x  Web interface

Many other free email services are available in almo st all countries of the world T
some are national or language -bound (for example @mail.ru)
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emails, you n eed to be connected to internet.

be limited to only a couple of |

for example fro m office, mobile phone, and internet caf és: the so -called
where all received and sent messages are stored at a distant
Emai | server, not i n your
Choosin g a server abroad will provide for great stability of the service. In
most of the bigger international services, interfaces are available in all the
official languages of the European Union. National or small providers may
anguages
provided by the Google is very popular . The

At present,

service is stable and
will have to pay extra if you use your own domain email.
working online, but also through a norma

PC, like Outlook Express, Thunderbird, Eudora, etc.

avai.l

Google Mail Calendar Photos Docs & Spreadsheets more »

Gmail

Compose Mail

Inbox (81)
Starred ¢
Chats &2
Sent Mail
Drafts

All Mail
Spam (1)

Deleted Items
Contacts

¥ Quick Contacts

Search, add, or invite

© Girts Ziemelis

Set status here v

agnesejak
Agnese Jakovica
ampatspell ..
apx

girts

2. Gma il mail web interface example in

gmail.com

prevents from

SPAM and virus 1

It allows

[CArchive | [[ReportSpam ] [Delete ] | More actions...

v | Refresh 1- 50 of 83 Older>

Select: All, None, Read, Unread, Starred, Unstarred

noreply
epay
epay

me, Campo, Juris (8)

O0O0O0ooooooooooo;o

DynDNS Support
epay

Lauku Celotajs

me, krists, Asnate (5)
epay

YouTube Service
epay

Igors .. ehjanis, me (7)

me
me .. lgors, Juris (3)
me, lgors (2)

languages available
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a service that you

| Email program installed on your

The web interface is

English , but many other

oc al

able in a | ar ge nangudgesrincloding Slovak. wor | d 6 s
girts.ziemelis@gmail.com | Settings | Help | Report bug | Sign out
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Funny Quote of the Day - Tommy Bolin - “The best money | made was panhandling.” Wik Clip
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2.2.  Office program packages I an overview

If a company wants to grow and develop , it is necessary to process and
prepare computerised do cuments, to work with electronic tables, to
prepare bills and accountancy , etc. These skills also help in preparing
informational materials, price sheets, etc. Precise and visually pleasant

written information can be prepared for clients and partners. A ny
computerised document will look better and leave a greater impression on

clients in terms of the trustworthiness and qualifications of the company

than will a hand -written document. Also, computerised documents can be

edited more easily, and that helps people to save time. In near future,
electronic signature and electronic invoices will make paper obsolete in

many business transactions or dealing with the public administration.

The best known office programme for work with documents and tables is

Mic rosoft Office, but depending on its configuration, it can cost
anywhere from 150 7 450 EUR or more. Thatis a big amount of money,
particularly for start -up companies. A good and free alternative is

OpenOffice (www.openoffice.org ), which can handle most documents

written in  Microsoft Office format as well. Unless you have to deal with
complicated MS Excel or Word documents, OpenOffice can be a very good

alternative to MS Office.

2.3.  Marketing and visual advertising materials

Greater skills in working with a computer will allow you to produce your
own visual marketing materials T business cards, advertisements,

advertising pages, special offers, cards, etc. You want easy recognition of
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your business at first sight? - develop a logo and a special font for your
letters and brochures. P roduce your own adverts; you will save money
that would otherwise need to be spent on advertising experts from other
companies. For small quantities, you may even print yourself with a g ood

quality laser printer.

Learn how to use a program on your PC that can do all this for you, it will

make you save a lot of money. You avoid spending money on design,
printing and/or copying of materials for each specific case. This is all the

more i mportant because the offer in the field of rural tourism is always
changing and expanding. Your contact information can change T you may
add a homepage or have a new E-mail address, any pre-prepared
materials would then become useless. You could, of cour se, scratch out
the old information and write in the new information by hand, but how

does that look? Rural accommodations are small businesses, and they
donot need very specific design el ements.
enough for the owner to use. Remember, of course, that this is a process

which will require the owner to spend some time on it.

Professional software for printed works and advertising materials is fairly
expensive and complicated 1 it is not needed for simple applications.

There are several kinds of free software for processing of photographs.

Site Description

http://www.xnview.com Software to convert images and change their size, but

not to edit images

http: //www.gimp.org Software to edit images T very many functions, but

comparatively difficult to learn
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The aforementioned program s such as Microsoft Office or OpenOffice also
includes simple image processing functions and prepared templates for
very varied design purposes . They can be used for business cards ,

brochures, and other basic advertising materials

Ifyou plantoprodu ce | arger print works, youodre prob
find a professional layout artist and a printing company. Frequently they

work together 1 it is always easier and quicker to deal with one
professional who is in charge of the whol e
high costs: to design and print 1500 brochures of typical design (printed

on A 4 with two folds, full colour ) should not cost more than 5 -700 EUR.

But be aware 1 once printed, you cannot change anything. Nowadays

internet publicity is a lot more flexible and easy (we will look at this later)

2.4.  Computerised bookkeeping and management

The ability to handle basic bookkeeping i n your computer does
that you necessarily need bookkeeping software. You can simply use your

electronic table (ASpreadsheet 0) t hat comes wi t h a
packages for simple registration of data. The same program allows

creating a rese rvation calendar, a list of clients, a source for statistical

information, etc. This will help you in marketing and in planning.

Collecting such data in the computer will allow you easily to calculate your
successes or losses in the specific year, compari ng these to data from
other years, etc. A reservation calendar in the computer will allow you to
maintain more extensive information about each client, supplementing it

with notes, personal data, payment forms, requests for supplementary

services,etc. By correlating this information at vy
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your companyos devel opment , as we tlient as tr
demands. If you just use written records and your own memory, the
statistics will always be more subjective, tedious to evaluate,  and the total

information will not be as complete. If you prepare bookkeeping
documents in the computer, you can plan sections in which data are
recorded T ones which help to provide informatior

development.

Special bookkeeping program s for the PC are an interesting solution.
Depending on the country, tax legislation will oblige you to do
bookkeeping in a predetermined way. For small businesses T as is the
case usually in rural tourism i there ought to be simplified methods that

do not really require using such a specific PC program for bookkeeping:

frequently, records need to be kept just at the level listing payments and
receipts.

But on ce you use one of these programs, you will understand why we still
recommend them . In a simple and intuitive way, th ey do all tasks that

you would normally have to define yourself. If you have a business that is

obliged to keep specific rules for bookkeeping, they are prepared for it and

you do not have to care much more than introducing the correc t data.
Frequently, they include a wide range of evaluations and statistics that

can help you analyse how your business is going. And they are cheap:

for about 20 -30 EUR you can already find simple but sufficient programs

that are sufficient for a restau rant, B&B, self-catering , or even a small
hotel. If you need to run bookkeeping at more professional level, prices
for an annual licence start at about 90 -100 EUR.
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2.5.  Online payments I using internet banking

Almost all biggest banks offer internet banking , usually, as a free service
for individual clients or for the SOHO (small office T home office) size of
businesses, as is the case usually in rural tourism . More complex
ABusi ness \prevds inmne sodvenient options when large numbers

of payments h ave to be processed. For purposes of a small rural tourism
operation, the standard version of internet banking offered by your bank
will be quite sufficient. All you need is an internet access and a browser on

your computer. Ask your bank about the registr ation conditions. Below are
some links to internet banking information pages of the biggest banks in

Slovakia:

https://moja.tatrabanka.sk/ibanking/demolib/

http://www.unicreditbank.sk/index.php?www=auth ibanking

(online demo versions available, where you can try and see how

internetbanking works)

http://www.dexia. sk/www/home.nsf/s/inte bank

Each one would have specific features, but all internet banking services
make payment processing considerably easier through the following

options:

A Regular payments are settled automatically

A Standard templates for popular payme nt types : electricity, phone
bills, etc.

A List account movements per specified time period T useful for
accounting
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Have direct access to supporting documents (transfer orders,

payments received etc.) to ac count movements, sometimes directly

from the list of movements

>

at the same time

Control all your bank accounts (credit, credit cards, current accounts)

There is a tendency to apply lower banking costs to internet banking

transactions, and this trend is exp ected to increase along with labo ur

costs as the banks prefer electronic payment transactions

More to that,

internet banking will save your time for reaching the nearest bank office,

which in rural areas may sometimes be quite distant.

And online banking

is available 24 hours a day, 7 days a week, and 365 days a year; so you

can easily fAgo to the banko

normal office would be closed.

hanZa.net S

at ni ght

RUS Lapas karte

Investors Hansa pensijas E-pakalpojumi Mobila banka Uzstadijumi

Sakumlapa* Parskats* Maksajumi* Kursi Ligumi Pieteikumi Bankas zinojumi

Banka = S3kumlapa

Klientu serviss Svelcinat Testa Ko e
Tel. +371 7024555 Valirta Atlikums  Kreditimits Rezervéts Pieejamais atlikums
Darbadiends 8:00 — 20:00 Al
Sestdienas 10:00 — 1700 ua
info@hanzanet.lv LwL 501.18 300.00 341.08 460.10
Kartes
EUR 0.0 0.o0 0.0 0.o0

Piedavajumi tiesi Jums,
Sanem i
overdraftu tulit’ee

Yisi piedavajumi ==

drukat

Jums atsititi:
0 bankas zinojumi
1 e-rékins

Noderigas saites:

- Kopsavilkums®
- Kontu izraksti*

- REkinu apmaksa

B Hansabanka - www.hansabanka.lv Tel. +371 7024555

3. Hanzanet Internet  banking demo program
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2.6. Setting up and maintaining your own Internet

homepage
Designing your own homepage T that means either doing it yourself or
finding a specialist who will do it for you, but thatds just one par

mix. You also have to update the homepage regularly to keep it current.

The importance and trustworthiness of a homepage in the eyes of a client

rests not only in the presentation of contact information, but also in the

offer of timely information about the latest offers, prices, etc. This means
that clients can make choices. There are lots of opportunities to design

and maintain homepages today . | f they are kept fairly simple, then they

are not too expensive, either.

The first problem T when to update information, and which information is

to be updated? I f youdre going to do that,
the structure of the homepage and change the information yourself.

These can be fairly expensive functions if you need to bring in a specialist

again 7 more expensive than the design of the original homepage.
There are now many easy  and cost -effective ways for havinga homepage :

A Internet access providers may include tools to create your page to be
published under their domain : it wil have the address
www.yourpage.providerdomain.com or similar. These tools are
generic, meant for any kind of homepage, and sometimes do not
allow to adapt to the needs of a touri sm service . But they may be
worth a try for the beginning.

A You can generate a webpage for free at Google Sites :
http://www.google.com/sites/help/intl/en/overview.html
In order to use this possibility, you first need to register as user i this

can be done for example creating you a Gmail email account at
https://www.google.com/accounts/NewAccount
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Most internet providers  offer the use of a website design program for

free if you host your domain with them . The use of th is program is

usually easy, and it allows creat ing pretty complex web pages evenin

several languages. B ut have a close look at the technical conditions:

th e webpage will appear under your own domain hame as long as you

remain with this specific hosting service , but frequently you cannot

Atake it with youo i f tojwotherpgrevidlerde t o change

>

The same programs that are offered for free use by these internet
providers are also available at our own PC T many of them are very
cheap or even free of charge. To use them requires a bit of training,

though some are now available especially adapted for tourism SSMEs.
As a rule, you may consider that the chea p or free versions require
higher technical knowledge from your side, while more elaborated

offers are simple to use but can cost up to 150 EUR or even more.

Whatever solution to decide to use, there are many suggestions and rules
about how to design yo ur homepage. We will learn about them in more
detailin  UNIT 8
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3. EQUIPMENT THAT YOUS HOULD HAVE

In the last units, you got a general vision about the different uses that ICT

can have for rural tourism providers, based on the most frequent needs.

In the following units, we will deal with most of them in more detail and

from a practical point of view.

3.1. | CT office equipment

In order to make proper use of the ICT and obtain all possible benefits
from them, you need to have at your disposal a minimum of technical

infrastructure.

The Computer

This is the heart of all ICT use. Traditionally, it was equival ent to have a
PC 1 Personal Computer with fixed installation at the working desk. But

over the last years, the use of portable computers (Al apt isipesoming
more popular 1 many of them offer similar capacities and equipments as

the PCs but you can tak e them with you when and wherever you want.

Whatever solution you decide, be cost -effective: for office use, no high -

end processor, graphic card, or huge disk space is needed. Have a look at

any office around you, even when they are specialized in acco untancy or
business administration: they still use equipment 4 -5 years old and it
does the job perfectly. So donodt sppend t
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you buy a new one just for office use, usually the most economic model

that you can find is sufficient

To assure a smooth running of your computer and comfortable work with

it, some more suggestions that you should consider when you buy:

A Be sure that the Operating System is included. Most new PC and
laptops co me with Windows Vista which is OK, but if yo u can get the
previous version (Windows XP) this is also fine as it is considered
more stable. Some cheap PC and laptops come with Linux instead of
Windows 1 this may be fully functional if you are IT specialist, but is
not really an option for 98% of of fice users. Find more details further
below in this unit.

>

Memory should be at least 1 Gigabyte (GB) for running Windows XP,
and 2 GB for Vista. If the basic model has less, extending memory
costs little extra but helps a lot when working.

>

Look outal-ih-mmed equi pments t hat I ntegrat
following: network connector, 4 -6 USB connectors, DVD-reader, and

graphic card or onboard -chip. Low-cost PCs and laptops usually have

all this i ntegrated on the motherboard of the PC , which is preferable

A If you will connect to internet through a normal telephone line, you
additionally need a modem. This used to be standard in laptops, but
some do not have it any more so have a look at this criterion
A The monitor may or not be included in the price of a new PC (laptops
have it by default). To use a good monitor is more important for
comfortable work than the processing power of the PC itself. For
office work, the  resolution should be 1280 x 1080 or higher - you can
connect any old monitor that you may ha ve from a previous PC if it is
not older than 6 -7 years. Ifyou buy a new fl at screen,
or220 models with a resolution of 1680 x
state of art, the extra cost over smaller models is little but you will

note the diffe rence when working with it.
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The peripheral equipment

The computer alone will be fine for direct work and data processing .Butin
order to communicate with the outside world and to obtain physical

documents, you need to connect several additional elemen ts.

Printer

Printers are available in all possible varieties, sizes, and price levels. For
office use, a standard black  -and -white laser printer will do perfectly ; if you

need to print colored documents, the choice is an ink injection printer.

Prices start at very low levels 1 you may get a simple ink printer for less
than 40 EUR. The surprise comes after a couple of days, when the ink
tank(s) are empty and you need to buy new ones: a full set (three colors

plus black) can easily cost more than you paid f or the printer. So what

should you really look at?

The criterion is the printing cost per page (pcp) , which is the sum of ink
(or toner) + paper + depreciation of the price of the printer itself. You will
need to search on the internet to find these valu es for different printer

companies and models: the producers themselves do not usually
announce them. Some tentative values for PCP that may help you to

decide which printer is best for you:

A b/w laser printers 3-5 cents per page
A color laser printers 14-22 cents per page
A colour ink printers 6-12 cents per page

These values are valid for medium quality printers that cost around 100 -

150 EUR (ink) or 200 EUR (color laser) . Low -cost models may be a choice
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only if you print very little as otherwise, the co st for restocking ink or

toner is a lot higher than with the more expensive models.

Scanner

A scanner allows you to copy from printed documents to electronic

format: photos, texts, books, invoices, etc. It is easy to handle, and for

office use any low -cost model is sufficient. If you need to scan at higher
quality (e.g. images for printing), the scan res olution must be at least 300

x 300 at 24 bits (32 is better but not necessary). Most models nowadays
offer these minimums at technical level, b ut the quality of color

reproduction usually  still improves with the price of the device.

Multi _-functional devices

These devices combine printer and scanner, thus they can additionally  be
used for making smaller amounts of photocop ies. Some also include a fax
modem, in this case you can send faxes as usual with a printed original,

or send a fax directly ~ from the PC. All other remarks made about printers

and scanners apply to the multi -functional devices as well . Compared t o
the sum of individual purchase of p rinter and scanner , there is not much
price difference and the decision depends more on practical reasons

(space, ease of use, and quality of the components).

UPS T _Uninterrupted Power Supply

This device is very useful if you live in rural areas where the electricity
supply is unstable. An UPS, basically, is a big battery that is connected
between the normal electricity plug in the wall and your computer. In case

of power cuts, it still provides sufficient power for about 5 -10 minutes,
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enough to close dow n the PC safely without the risk of losing data. Most

UPS nowadays come even with special software that closes down the PC
unattended in case you are not present when a power cut occurs. Prices

are not cheap, a basic UPS with sufficient power to keep a PC, monitor,
ADSL modem, and some other smaller device running for some 5 -10
minutes will cost at least 100 EUR but more powerful models are twice

that much. Still, if you suffer frequent electricity power cuts, it is a

worthwhile investment.

Local Netwo _ rk

This is relevant if you use several PC that need to exchange information.
It also allows you share devices such as a printer, scanner, or internet

access between several PC and laptops.

You have two alternatives for setting up a local network ( professi onally

caled ALANO from Al ocal area networ ko) :

A LAN with physical (cabled) connection between the PCs. This is the
traditional way and still the fastest and most reliable one. Your PC or

laptop already has a network connector, what you additionally need is
a Arouter o: a & allaws| cormhecting cseveral RC, laptop ,
or any other device with network capability into one LAN.
A W-LAN (wireless LAN). In this version, the connection between
equi pments is through radio wavedg) (wi Ybou!
need a WLAN router or wireless access point i usually the WLAN

routers have also plugs for the traditional LAN concept and allow
combining both in the same installation.

Whenever possible, we recommend use and install a traditional LAN with

cabled connection: it is far more reliable and faster than the wireless
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option. When thinking about installing a LAN in your tourist service,
nevertheless always use combined WLAN -LAN-device: this way you can
always connect also with your own laptop. And i n case you have a
connection to the internet, you will be able to offer this service also to

your clients. Many internet access providers nowadays offer such a WLAN

router for free when you make the contract, so it is not really a matter of

cost anymore.

Internet connection

The minimum equipment to connect to the Internet is an analogical
modem ( usually a fax -modem card for the PC) that works with  a normal
telephone line. If the connection is broadband ( DSL lines), you will need a

DSL modem and a network connection plug in your PC.

These equipments and further details will be presented with further down

in point 3.4

3.2.  Software programs

Some basic information about software programs for ICT in office or small
business use was already provided in the previous chapters. The following

lines are still a summary, but extending many details.

Operating System

The Operating System is basic software that allows your PC to start, run,
and do what you want in an easy and intuitive way. As per today, for

inexperienced users that need a reliable system that is able to exchange
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information and data with other PCs around the world, the only realistic

options are provided by the Microsoft Windows family:

A Windows XP i this is no longer officially sold, but if have it running

or even can still get it installed, it is the best recommendation

A Windows Vista T the successor of XP, but with quite a lot of
problems and a higher need of resources such as processor and

memory to run smoothly.

Both frequently come already pre -installed when you buy a new computer
or laptop.  Otherwise you will have to buy a license, which may cost from
150 i 350 EUR depending on the version.

For experienced users, any of the Linux -based systems are an
alternative. All of them are free, as is related s oftware, but you must be
aware that the compatibility of generated files with the Microsoft world is

not that simple and easy as many defenders of Linux will make you
believe. As well, support for Linux is difficult if you find any problems

running itunl ess you are an informatics freak.

In other words: you will need a version of Windows sooner or later I so
better use it from the beginning.

Office programs

We already commented briefly in the previous unit on the Office program
packages that are avail able. In more detail, a |l relevant alternatives are

composed of several sub  -programs as follows:
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Text processor

This is a program that allows you write letters, articles, invoices, or even

books or teaching materials like this one. You will be astonishe d by all the
functionalities that these programs offer, most users do not even use 10%

of th em (but still pay them). There are many good books available on
Microsoft Office and a few also on Open Office, as well as many good

online tutorials and of course help files provided with the programs.

While explaining all their capacities would fill a whole book, may we
recommend you learning more about one specific feature that is very
useful for creating your own corporate design such as letters, invoices, or

brochures:
Working with documents T use styles !

Most users start with a white sheet when preparing a new document,

defining new fonts, margins, and spacing éver again and again  each
time. Especially for office work (letters, reports, brochures), a unif ied
image is very important i this is why we recommend you to set up and

use complete styles instead of individual fonts, font sizes, typefaces, etc.

Styles are special predefined elements in MS Word, Open Office, and most

other text processors which can be used to format your document. For
example, if you use Headingl, Heading2, Heading3 styles in your
document, then generating table of contents will be only a simple menu
selection (Insert -> Reference ->Index and Tables ->Table of Contents).
Changing appea rance of all your headers from non -numbered to

numbered is also just a change in style settings.
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4.  Style toolbar dropdown 5.  Style selection sidebar

In MS Word 2003, styles can be selected either from the toolbar or for
easier navigation Word sideba  r can be used. When using the sidebar, the

most convenient selection mode is Show A AAvail able styl esbo

Electronic calculation sheets |/ ASpreadsheet

These programs are very useful for preparing any kind of report that
requires calculation of values or easy graphic presentation of data. Their
big advantage the facility for quick calculation of very complex relations of

data i for example:
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p

Summing, resting, dividing or multiplying by rows, files, or individual
fields that can be defined by the user

p

Com plex mathematical or statistical operations

>

Filters that only take into consideration data sets which comply w ith
specific selection criteria

>

Update of any results after changing one value in the calculation, with
just a simple click

>

Combination of all the above calculations in a nice graphic design that
may include explanations, headings, or even pictures and logos.

While a bit complicated to use at the first time, once you learn to operate
with them they are great help for any administrative work that i ncludes
repetitive calculations:  simple bookkeeping, calculation of budgets,

control of occupancy and revenue, etc.

The most known is EXCEL as part of the Microsoft Office suite ; other

suites have similar programs included.

Presentations

Text processors are for preparing texts, while spreadsheet s are ideal
where calculated data are involved. But when you want to present
information in an easy and entertaining way, you will need a different
approach: this is covered by the presentation programs. They all ow to

combine text, graphics, pictures, or even sound and video in one file.

Their most frequent use is related with speeches, teaching, or any other
occasion where spoken word is to be supported by a summarized visual

presentation. Nevertheless, for rural tourism services they are an
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excellent solution to prepare an electronic showcase or brochure: all these
programs allow you to create a self -running version that can be sent to

your clients, or put online for download at your website.

You will certainly  have heard about the most extended of these programs:
PowerPoint from the Microsoft Office suite. = The other suites have
similar programs included, most of them are compatible with PowerPoint

at least for simple presentations.

Data base

Spreadsheet usual ly will do the job for small rural tourism enterprises very

well. But if you need to operate with higher amount of data, the use of

the data bases should be considered. They are a lot less intuitive as
spreadsheets, but in turn they allow managing huge a nd complex sets of

information that a spreadsheet would not be able to manage.

Data base programs are included by default in suites such as OpenOffice,
while in the commercial versions of Microsoft or Corel they are only
available in the more expensive Aprof essi onal Duetoeheirshigho ns .
complexity, some data base programs are available as stand -alone

applications, such is the case of Dbase or MySQL.

Other programs included in Office packages

Depending on the package, you will find additional programs that cover
more specific tasks such as email, basic web design , note block,

videoconferencing, editor for mathematic formula, and others.

See also the following comparison chart
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Name glloigr;soft Office Open Office 3.0 Corel Office X4
Text processor WORD Writer WordPerfect
Spreadsheet Excel Calc QuattroPro
Presentation PowerPoint Impress Presentations
Data base Access (optional) - -
Email Outlook -- MAIL (optional)
Web editor Frontpage Editor --
Others -- Draw Lightning (notes )

Math Visual Analysis
Price 150 i 450 EUR, Free 270 EUR (new)

depending on the
version

150 EUR (upgrade)

Observation s

Sometimes bundled
with new PC or
laptop

Look for offers

6. Most important ¢

Some online tutorials to make

x  From Microsoft:

o0 http://office.microsoft.com/en

better use of office

ontent of popular office packages

us/training/FX100565001033.aspx

x Many others such as:

packages:

0 http://www.uwstout.edu/training/MSTutorials/tutorials.htm

0O Sea

rch on

x  OpenOffice tutorials:

o

http://www.openoffice

Googl e

for

-support.net/

http://www.tutorialsforopenoffice.org/

http://www.learnopenoffice.org/index.htm

AMS Of fi

O OO

Sea
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Accountancy  and business managemen t

Accountancy programs differ widely depending on the country where you
are located. In this standard English version of teaching materials , which
IS meant as a base for adaptation to any country, we only refer to the

comments already made above.

If th is teaching material is adapted to a specific country, this part needs to
be developed individually, taking in account the existing legal framework

and accountancy rules that are applicable.

Graphic Design

You do not need to be an artist or specialist in graphic design to prepare
your own brochures, visit cards, posters, or any other visual presentation
of your services. At a more simple level, you may still want to manage

photos, graphics, or even edit videos.

Dondét | ook for pr of es ssifielch dhey nay be gowarfuls i n t hi
but are very difficult to manage and cost a high amount of money. For

the basic tasks that may appear in a small rural tourism enterprise, simple

programs are sufficient and many of them are either included in your

Operatin g System, orthey come bundled together with equipment such as

scanners , digital cameras, or webcams . Al l of them Ado the

needs.

Security : A ntivirus , AntiSpam, etc

The el ectronic fAvirus & basically asmathproggeamthdt hr eat s

runs on your PC without your knowledge, performing actions that you
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cannot control. Some of the m are of destructive  nature 71 for example,
they actively try to des  troy information on your PC. They may intend to
obtain information about the operations on your PC in order to gain access
to passwords or secret codes. Others allow remote control of your PC

( Trojans 0 )while you are connected to the internet, using your PC for

illicit or even criminal activities such as sending SPAM emails or illegal

download of files.

To fight these activities, you need to install security programs especially
designed to avoid this kind of attack or infiltration of your PC. While you
may find a lot of free programs that cover this task, be aware that after

an evaluation pe riod of usually 30 days they will request you to pay for an

annual licence; if you refuse , some may just stop operating, others will
keep going but will not update the list of dangerous virus (which means

that you are not protected against new versions), o r they will at least
include a message in your Emails that you are using this -or-that free

version of their program.

Annual licence fees for the professional solutions such as Kaspersky,
Norton, AVG, etc. are around 30 EUR for one computer . Competitioni s
strong, and after the fatifutre reyogadons ayou willf ul | r a

be offer ed a strong discount that may even include several licences at the
price of only one 1 for example, the renovation of Kaspersky Internet
Security covers two licences instead of only one that you initially

purchased.

The best way t o pr ev eTrdjanswi,andiSPAM id to avoid and filter
them even before they reach your computer. While the internet access
providers do not normally offer this, you will find a differ ent situation

when you contract a webhosting for your own website (see below): most
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ISP offer antivirus  either included in the annual fee that they charge you :
or at a small extra amount. SPAM filters may also be available, but usually

at an extra charge. Including these services in your hosting contract is a

good choice if you have a fixed office installation . On the other hand, if
you use a laptop that is connected at changing places, it still is preferable

to install a specific antivirus and antispam p rogram on it.

3.3. How to connect to the internet

Until now, we have discussed the equipment and software that you should
have for ICT use within your office. Now we will learn how to connect this
local equipment with the outer world and especially, with intern et, and the

equipment that you will need to do this.

An Internet connection is increasingly becoming a critical factor for
running a business T not only for the reason of promotion, but also to
communicate quickly with your clients or use online services s uch as
banking, tax payments, or ordering products. In the near future, even

tasks such as text processing or accountancy may be done through the

internet.

There is a wide range of solutions available to connect yourself to the

internet, even in rural ar eas. Here are the most frequent choices:

A Dial -up access. This is the simple st solution, it is possible wherever
a normal telephone line or mobile coverage is available . Speed is
very low (up to 56 kbp), just sufficient for email exchange or for
surfing simple web pages . It is already in disuse in urban areas

where faster solutions are available, but may still be a cost - effective
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choice in rural areas because connection rates are usually cheap (like
a local phone call ) if a landline is used. In the case of mobile
connection, prices are calculated by data volume and may increase

considerably.

ADSL: This term stands for #f@ADigital Subscri
continuous high speed access to the internet over a normal telephone
cable (i.e. over the same p lug you can at the same time use internet
and make a normal phone call). Coverage is growing, also in rural
communities, but technical restrictions make it difficult to reach
remote locations. You will need a special DSL modem, which may be
provided for free when you make the contract with your internet
access provider. This modem connects to the PC via a network cable,
but USB solutions also exist. Due to the extended use of DSL
connections, look for a modem that combines with a WLAN router:
this provi des a complete solution to connect several PCs and laptops
at the same time. For technical and pricing reasons, DSL solutions
for publ i c and small enterpri seisthaare us
means that the speed for receivindr (fAdow
hi gher than the speed for sending (fupl oa

send big files, this is perfectly sufficient.

A Cable: not usually available yet in rural areas, cable connections
allow to combine through the same connection a lot of additional
servic es such as telephone, television, video on demand, and other
digital services. Speed was an argument in favour compared with
DSL solution, but the difference is now only in stability and guarantee
of minimum bandwidth where the cable connection still has

advantages.
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A3G / HSDP modem. This solution is entirely based on mobile
broadband telephone services : no physical connection like telephone
line or cable is required . The speed is comparable with DSL or cable
connections. The drawback in rural areas is co verage by the 3G

mobile network, which is still insufficient except close to main

highways. But as happened with normal mobile coverage, this is
going to improve very quickly. Rates depend on the country, in many
West European countries there is almost n o difference any more with
DSL or cable.

A Sate llite or radio. A solution that may be of interest in special
cases where none of the above is possible , or if higher download
speed than provided by a dial -up connection is needed . Satel lite

internetaccess at MNApayableo rates always require
connection: you only receive data via satellite while your sending is

done through a (mobile or landline) standard telephone. Bi -

directional satellite solutions are also available but very expensive

Radio connection requires a direct visibility between the transmitter

and your reception T if this exists, it may be an interesting alternative

for medium or high data volumes.

Whichever of the above solutions you may choose, you will always need to
contract you access with a company that provides you the connection (be

it a phone line, mobile line, or radio): the Internet  access provider

This is the company that really connects our PC with the internet through
their data transmission infrastructur e. All telephone companies offer this
service t o their clients either directly

Except in case of dial -up over normal telephone lines where you will pay
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by connection time,  the usual solution isa so-cal |l ed AFI| at fix€lat e 0 :

amount per month, the user can be connected to the internet at any time

i even 24 hours aday 1 and without limit for data traffic. This solution is
sufficient to connect to the internet as a normal user. Find listed below
some of the most relevant Internet Access Providers in Slovakia:

Internet access providers in Slovakia:

Slovak Telekom, a. s., more information www.t -com.sk

UPC BROADBAND SLOVAKIA, s.r.0.,
www.upc.sk/internet/zakladne informacie

GTS Slovakia, a.s. www.gts.sk
3.4. Internet access i what do you need

Technical equipment

Apart from a contract with an Internet Access Provider to connect to, and
work o n, the internet, you need a couple of physical devices and

programs:

A Terminal. This is the technical name for the device that we use for
working on the internet. In your case, it will be  your computer or
laptop ; other options could include mobile PDA ph ones or simple

ineRARCs o

A Web browser. It is a program installed on our terminal that allows
us access to the different services that are available on the internet.

The most know is  Internet Explorer which comes bundled together
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with any Microsoft operat ing system of the Windows family. Other

choices (all of them are free for download and use ):

A Firefox

(the 2 "-most used after Microsoft IE)

www.mozilla -europe.org

A Safari

A Opera

www.apple.com/safari/

(very Alighto, runs well

www.opera.com

A Google Chrome
http://www.google.com/chrome/index.html

A Modem. This term is generally applied to all devices that connect

digital equipment such as a PC with telecommunication networks.

The modem that we

will need for internet depends on the type of

connection that we will be using (see below):

>

free slot in your PC

>

Dial-up access : a modem or fax -modem card to be plugged into a

DSL: a special DSL modem which is connected to the telephone jack

on one side, and to the PC on the other side.

>

>

A If you establish yo

Cable: a similar solution as DSL

3G /HSDP : USB modem.

ur own domain, website, or email accounts, you

will additionally need to rent space for storage of the related files: the

so-called nHo st

are included in the

I of g dvebsite, together with other services that

package. This kind of company is called

Al retrnet Servi ce (IBP)o,vanddnast ot be confused with

the previously discussed Internet Access Providers.
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Professional ISPs can work at a national or international level: their
service is |literally Aonlinedo, the comput e
anywhere on the globe and in fact, some of the bigger hosting

companies distribute between servers in several countries or

continents to speed up the response. The most important criteria for
choosing an ISP is the attention to the customer (you) in case of
problems.

ISP services usually offer you a complete package of services which
includes the hosting and administration of your domain; a certain

amount of space to store and run your own website; one or several

email addresses; plus a lot of other opti onal services such as
webpage design, antivirus, virtual shops, database, etc. Prices are
really accessible , a simple hosting of domain, website, and email
address may cost less than 2 EUR/month. Some of the most relevant

ISPs in Slovakia are listed h  ere:

Internet service and hosting providers in Slovakia:

ACTIVE 24, s.r.o. www.domeny.sk
WebHouse,s.r.o. www.domains.sk
ZONER, s.r.o. www.slovaknet.sk
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4. INTERNET

4.1. Internet

Internet  (the short term derives from INTER connected NETworks) is a
worldwide connection between computers of different sizes that allows

them to communicate with each other, and to share information and

services a Il around the globe.  These computers can be connected to each
other through cable, fibreglass, telephone lines, mobile phones, or

satellite 1 in the previous unit we already learned about some of them.
The most characteristic features of the Internet are

A Global_: Internet  connects millions of computers (servers) distributed
in almost all countries of the world. From any place on the globe that
allows us to connect, we can immediately view and exchange

messages, sent or receive files, go shopping, etc.

AVaried: users belong to any kind of profession, nationality, belief,
culture, age, corporations, and institutions , regional, national, or

international organisations.

A De -centralised __: there is no central or official control, the whole

Internet is based on si  mple technical rules but each administra tor is

then respons ible for his own network or computer.

A Anonymous : any person connecting to or using the Internet is

anonymous , only a virtual address (called IP i see below) of the

computer is known. This is dire ctly related with the latter point, as it
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makes the whole operating of internet easy to handle. This anonymity
provides for personal intimacy , it allows free and uncensored
expression of opinions . On the other hand, illegal or criminal use is

also possible .

A Without order . in a certain way, |l nt ernet

Except the technical rules for the structure of the Internet, all other
aspects such as content, design, programming etc.  are under strict
responsibility of the provider. This is promo tes a great creativity and

flexibility in finding innovative solutions.

A Easy to use : everybody can make use of the Internet, without the

need of special knowledge or training.

4.2, How does it work

All data and information tha t can be found on the Internet is stored
( Ahostiadonputers which in turn serve this cont ent on request to
other computers T this is why they are called s er v eThase servers are
connected to each other in a network. In orderto generate or answer data
requests and provide the ad  equate response, they run specially designed

programs.

To have access from  your PC to the Internet, it must first  be connected to
one of these servers . This connection can be established over a normal
telephone line, cable, mobile connection, or satellite as we have already
seen before. Your PC then form s directly part of this worldwide network:

you can communicate in real time with any other user on the globe thatis

connected at the same time.

PAGE 49 OF 150

S



ROUTES ICT SKILLS AND INTER ~ NET

ACCESS TO TRAINING

Chats

Messenger services such as MSN, Yahoo, ICQ, Skype, é

Telephone conversations over IP (Skype)

: Servers and
"'/Phone lines =) internet access am PCs/
providers endusers

7. Structure of Internet

4.3. Dom ains

Each computer that is connected to the Internet receives a unique address
that exclusively refers to this specific device: it is like a passport or ID

card number for your connection point. This address is called

PAGE 50 OF 150



ICT SKILLS AND INTER NET ROUTES

ACCESS TO TRAINING

composed of four blocks of numbers, usually three by three; for example,

192.168.0.110

Similar to what happens with a telephone call or when sending a letter, in
order to establish communicat ion it is necessary to know both the sendi ng
and the receiving IP number: each application or website on the Internet

needs to know this IP number of the site it wants to connect to.

It would be hard to memorize these IP numbers for more than a few

websit es. To overcome this problem, a special structure of names was
agreed upon worldwide: the DNS 7 Domain Name System or in more
popular languages, the Domain s. Each domain consists of a series of
words or characte rs that are separated by a dot. It must hav e at least two

blocks , but up to four are possible

vioregio.sk domain of the ROUTES 2 website

booking.com  domain of the online hotel booking engine Booking

Each of these domains is assigned one unique IP number. If you search
for the domain name, this name is first interpreted and translated into the
corresponding IP by a specialized server, and only then the connection is
established. In reality both computers com municate with each other
through their respective IP addresses, but for the human user this is not
visible (the ter m) iwsthiiktthatave argp i camtact with
the selected domain , which is easier to remember for us than its IP

address.
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4.4. Types ofdomains

We just learned that a domain name is composed of at least two blocks of
characters, separated with a dot. The first part is a unigue name or
combination of letters that we can choose freely as we like, while for the
second part only allows for choosing from a limited list that are also called
fidomains o.
1. - Generic domains: these domains are available worldwide; the
intention is to show at first sight the type of organisation th at is
represented by it. The mostly used generic domains and th eir use are:
.com Commercial websites
.edu Education or training instituti:
.org Organisations or associations, usual non - profit
.biz Business websites

Domain for personal use, it allows to create a domain with

.name ;
your own name (e.g. john.peter.<name>)

.museum Reserved for museums

.coop Reserved for cooperatives
.pro Reserved for profe ssionals
.eu Institutions or companies that work Europe -wide

All domain names are regulated and registered worldwide. This is

necessary because each domain name T just like a telephone number -
may exist only once to assure the correct conne ction. These names are
managed under a hierarchy headed by the Internet Assigned Numbers
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Authority  (IANA), which manages the top of the DNS tree by

administrating the data in the root nameservers . IANA delegates all other

domain name authority to private or public domain name registries, such

as VeriSign . A list of all accredited domain name registrars can be found

at http://www.icann.org/reqistrars/accredited -list.html
2. - Country code domains . _they indicate the country of origin or where
the holder of the domain is located, using the international ISO codes such
as es Spain

fr France

sk Slovakia

These are called country code top -level domains (ccTLD) and their

administration is delegated by IANA to national registries such as DENIC
in Germany, or Nominet in the United Kingdom. To find out about the
requirements that you need to fulfil in order to buy any of these country

domains, contact with these national registries because rules may vary

from country to country. One requisite that will alw ays appear, is that
your company or personal residence must be located in the same country

as the country code: for example, a company from France will not be able

to register such a domain for Spain (.es) unless it has a formally

established office or br  anch there.

4.5. How to define and buy a domain name

To have our own domain is necessary if you want to set up an
independent website for your business. It helps you to promote it more
efficiently, and it gives you a proper professional identity in the eyes of

your customers.
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The name t hat you chose is very important, it will be like the visible
cardboard on the doorstep of your business on the Internet. When picking

a domain name, think aboutt he following:

A What is your site about?

When choosing your domain name keep in mind what your domain
name is going to be about. Your domain name is like the title of your
web site. So your domain name should be whatever you will be

putting at the top of your web site.

A Business Domains
If you are registering a domain name for a business you should
obviously try registering the name of the company. You may also try
to register a name that describes your type of business.

A Personal Domains

If you are registe ring a domain name for your own personal site or

blog, you can try and register your first and last name.

>

Keep it Simple

The best domain names are short and sweet. While you can register
a domain name that is up to 67 characters long, shorter domain

names are usually more desirable.

>

Make it Memorable

Make sure that it's a name that will stick. Ask yourself, "If | told
someone my email address at this domain name would they

remember it?"
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Each domain name may only exist once on the world. This is why you
cannot just establish any name you like. Once you have thought about the
domain name that you would like to have, find out if it still available. This
can be done looking at websites such as

http://www.int __ ernic.net/whois.html

http://www.uwhois.com/cgi/domains.cqi?User=NoAds

www.whois.com

If the name is already taken, depending on the site you will nev ertheless
be presented with alternative hames or domains where this name is still
available. For example, the combination Api nef or eantof aayrbe

taken,while A pi nef or &iz dif sllravailable.

Probably the easiest  solution is using the websit es of Internet Service
Providers (ISP) where you plan to host your future website. Most of them
offer such a domain name search service for free, in the hope that you will

later purchase the hosting with them.

If your domain names is available, you need to register and buy (more
exactly: rent ) it for a certain time. You will also need to rent a certain
disk space withanISP f or storing (fihostingo) your web

other files that you want to be accessible on the internet.

Cost for such ar egistration and hosting of a domain starts at about 12 7
18 EUR per year as of March 2009. You may register your domain first
and then rent the hosting separately, but this solution is not
recommendable:  most ISP will include the initial registration and re nt of
your domain in the price of their  web hosting packages. Not only does

this save you time and effort, it also assures that you do not loose your
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domain when it expires because the hosting ISP will take care about

renovation in time.

Prices are very r easonable, f or example international providers such as
AMEN offer a two -year -package that includes domain name reservation
space for webpage, and one email address at 24 EUR (as per March
2009). But h ave a look at different providers and compare prices |
values may vary considerably : we tried with several ISP and found

differences between 24 EUR to 60 EUR for the same service!
4.6. Interesting websites

If this teaching material is adapted to a specific country, this part needs to

be developed individually.
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5. SERVIC ES ON INTERNET

5.1. E- malil

Electronic mail (Email) is one of the most popular services based on the

Internet. Using Email, you can send a letter, a document, images, files, or
any other attachment with almost immediate recept ion by the destinatary
even if he is located on the other side of the globe. The only equipment

required is a PC or any other terminal device that is connected to the

internet, and two Email address es to send and receive

Basically there is little difference in how Email Works compared with the
traditional surface mail (al so call Both fisnai
the sender and the  destinatary need a valid address from and to where to

send their mail. Once the message is written, you just need to indicate the

address it h as to be delivered to, and your own address to identify you.
Three basic elements are  involved when sending and receiving Email

A Email client . This provides the visual interface that allow to write or
read Emails and store, resend, or forward them . Most such programs
also include an address book where you can manage your contacts.
This program can be installed on your PC like Outlook Express or
Thunderbird; or it can be available online for working with it remotely
(Awebmail 0) .

>

Mail Server. A special p rogram installed on a computer that is
connected permanently to the Internet and is configured to work with

the IP of the domain that either the sending or the receiving email
account is using. It works like a virtual post office: incoming and
outgoing mai Is are sorted and prepared for delivery to their
destination.
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A Email account: the mail servers only allow access to users that
have a valid email account with them. Such an email account is like a
post box 1 it stores all incoming email, until you pick it  up, and you
can deposit outgoing email to be collected by an nel ectronic
post ma Mo assure privacy, access to such an account is always
controlled by its name and a password: the name can be defined by
the account holder, this is followed by the sign A @0 atimeddomain
name that identifies which Mail Server has to deal with it.

Structure personal_identification@domain

Example: pepe@sico2.es

Advantages  of Email over the traditional surface letter:

A Speed of transmi ssion. Any sent message is delivere  d in matter of
seconds to destination I no comparison with surface mail that may
take days or weeks, or even can get lost

>

Multiple destinataries. The same message can be sent to several
destinations at the same time i just include the respective Email
add resses.

>

Networking. Sending messages to multiple destinataries is ideal for
networking in a team i all envolved or interested receive the
information at the same time

>

Global access. You have access to your full correspondence of years
from any point of  the world if you use webmail, or keep copies of
your sent and received emails on the mail server.

>

Confirmation of reception . Optional feature, because the receiving
part may decide whether to confirm reception or not.

>

High security level. With the use of digital certified signatures,
Email correspondence is equally or even more valid and secure than
surface mail , even for legal purposes.
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You can use our Email account in two different ways:

p

WebMail: access is through a web -based interface to our mail

server. This requires  an active internet connection, but we can check

and answer email from any point of the world without the need to

connect our local PC or laptop. Some Email accounts are only

available under this concept (e.g. Hotmail or Gmail), but usually also

the finormal 0 mail servers offer the possit

p

Local Email program on your PC . In this case, all sent and received
emails are stored on our device (PC or laptop), we can prepare and
work with them without connection to internet. This is the usual
situation when working with an office PC. Examples for such
programs are Outlook Express, Outlook, Thunderbird, or Eudora.

How to configure an Email account with Outlook Express
Configuration of an Email account on an Emai | client is not difficult, but
sometimes more tricky than expected. Here we will show the example of
Outlook Express, but  the process with  all other email client programs is
very similar

1.- Double -click on the direct access |‘;~'.| to Outlook Express

2. - Fromthemenu A To ol selecttheoption AAccount so

3.- In the Windows AEmMai l Ac c ochoosesmMAdd Emai |l o
4.- Define an identification name that shall represent you when you
send out an Emaiil. Then clickon A Next 0O

5. Introduce your full Email address ,type name@domain.xxx
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6.- Now you need to configure some technical parameters. They define
how incoming (POP3, IMAP) and outgoing (SMTP) Emails will be treated.
These parameters are usually provided by the h osting service of the email

account; if you do not have this information at hand, try

A POP.<domain>/ SMTP.<domain>

Thenclickon A Next 0O

7.- To finish, you must establish the name of the account and the
password to have access to it. Both were defined whe n you created this
email account, so you should remember them or have taken note. As for

the password, you must know it before and type it in blindly because

neither now, nor in the future, the real characters will appear.

Note:  depending on the mail se rver, instead of <name> you

need to introduce the full email address <name>@domain.
Push i Next o

8.- A final screen will tell you that the Email account was successfully

created.. Just click on AFi ni ®andthe whole process.

5.2. The World Wide Web (WWW)

All the content that is visible on the Internet , IS based on creating
Websites that can be viewed with a web -browser. Each website
constitutes an independent unit of information and data. All of them are

created using the same standard of codification (H TML). This assures high

compatibility, web links are used to connect from one website to another.
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The WWW - World Wide Web is just a huge number of website s that
are connected to each other by such web links . Being very intuitive and
simple to use, itis  now by far the  most important and recognised Internet
service i up to the point that probably most users believe  Internet and
WWW to be the same .

The s ervers that host the websites of the WWW are distributed all over the
globe. To have access to their ¢ ontent, you need a special program that is

able to communicate with them: the web browsers (see above Unit 3.4).

This web browser is able to transform the code received from the WWW

server , into the interactive image that you see on your screen. This

image i s cgpeéeretde ithdo because it may include no
sound, interactive elements, and links to other websites or web pages |,

either within the same site or outside of it.

Traditional methods of presenting information are sequential : you n eed to
read through the whole document until you can move to the next. The
great attraction and advantage of the WWW is that information can be
accessed immediately and from any part of a document where a hyperlink
is established T something similar to th e cross -references in the old

encyclopaedias , but with immediate result.
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J Web Oficial de Turismo de Andalucia - Mozilla Firefox
Archivo  Editar  Yer Historial Marcadores  Herramientas  Ayuda
W ' destinatary P

@ v cig; c {a} E l http:f fwww, andalucia,orgfindzx_en.html

|| Favoritos lj Wikipedia
€9 Mestic, las realas del juego han cambia... | H 150 - Maintenance Agency for 150 316...
HOME £ o/E =mEE LOGI

E}Z} Mas visitados
| E& Web Oficial de Turismo de Andalu... &3
~

HIGHLIGHTS

STORIES @
of Andalusia ;
)

Events
Calendar g

INTERESTING
4 N
User
Registration
Andalveia |
s

'—z

Where to stay?

thht ~ -
search engme

Contact Us % .
) ( ‘
Useful ; ! "
Information al |

8. Turismo Andaluz.

Discover
Andalusia

Leisure and T
Entertainment

Example for a website as it appears on the WWW

5.3. FTP (File Transfer Protocol)

The FTP really was at the beginning of what we now know as Internet
transmis sion of files or short text notes on a network of computers.
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Nowadays FTP is still used  for the same purpose. It describes a whole set

of programs and protocols that are needed to transfer files from one

computer to another. The software used for this task is ca lled A FTP
Cl i e n While the web browsers for the WWW are easy and simple even

for inexperienced users, this i s certainly not the case of the FTP Clients:

they still denote a somewhat spartanic history as tool for informatic S
professionals, and are  diffi cult to use unless you have a basic knowledge

in this field

For rural tourism providers, FTP most likely will not have any direct
relevance related with their business or dealing with their clients. But

they will need it when creatin g or updating their ~ own website: in order to

be visible on the WWW, all files that are created locally at the PC will need

tobe transferred (Auploadedo) to the interne
hosted .

Access by FTP as such is simple and easy 1 for download purpose, it is

even possiblet hr ough your web browser: instead of
just type in A f Ib mast. casdspanrsaréen will appear where

you need to introduce the parameters that authorise you for access

Server FTP Login (Us er) Password
ftp.iespana.es Emilio00 ko
This simple method is sufficient if you only need to download content that

is hosted at <domain>.

But for more sophisticated file management between your PC and the web

server, you will need speci  al programs such as
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FileZilla http://filezilla _ -project.org/  (screenshot below)

CuteFTP www.globalscape.com/products/ftp clients.aspx

Sm artFTP http://www.smartftp.com/

iz EuroGites - eurogites.org@eurogites.org, - FileZilla |’._||’E|[$__(|
File Edit “iew Transfer Server Bookmarks Help

E- Eh-Q BLOBR P Eee
Host: I:I Username: l:l Password: | Pork: | ” Quickconnect ]E]

Response: 200 Type set ko I A
Command:  PASY B
Fesponse: 227 Entering Passive Mode (195,5,78,1,240,128),

Command:  LIST

Response: 150 Opening ASCII mode data connection For File lisk

Response: 226 Transfer complete,

Skatus: Directory listing successful E
Local site: | E:\eurogitesipresentationiweblgeneric texts), + | Remote site: | ! L
[T rrpp presiderte ~ )
=) web

|C5) backup completo
|3) Eurofites Web screenshats
I} generic texts

I3 Images

() mapa flash

[ x-mas b

Filename Filesize | Filetype Last maodifis # Filename  # Filesize  Filetype Last modified Pe &8
|3 DE.php 2,699 Archivo PHP 170812006 [C)conf Carpetade... 19§01/2007 drie L
B EM.php 2,454 Archivo PHP 17/05{2006 Chome Carpetade... 19§01/2007 drw
|3 E3.php 2.584  Archivo PHP 17 /0812006 Cloas Carpetade... 13§04/2009 13:... drw
B FR.php 2,380 Archivo PHP 17j0Eiz006 | | 25 public Carpetade... 19§01/2007 drw
|3 txt_raar_de.php 24,534  Archivo PHP 06/03/2009 [ security Carpetade... 19/01/2007 drw—
B txk_raar_es.php 25.003  Archivo PHP 06/03/2009 ., [Susers Carpetade... 25/02/2003 drv o
I - . . . . — — . . . . . —
< | 4 < | >
3 files. Total size: 108,920 bytes 7 directaries

Server/Local file Direction | Remote file Size | Priority Skatus

Queued files | Failed transfers Successful kransfers

T Queue: emphy LR

9. Screenshot FileZilla FTP program

As commented before, FTP bel ongshistory ot he r a
Internet. This is also evident with the above programs: all of them except

FileZilla (which is also available in Slovak), are in English.
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54. WAP

WAP 1 Wireless Application Protocol is a type of Internet connection
that is especially adapted for very small screens and slow transfer speed,

as is (or used to be) the case of mobile ph ones.

This technology was almost out of use because of constraints such as

low transfer speed and small screens on mobile phones.

With the quick introduction of 3G mobile coverage, screen resolutions

close to VGA even on mobile phones, and reasonable rates for data
traffic, WAP is likely to live a renaissance. Future use is e specially
attractive in the field of rural touris m, be it for short -term booking, geo -

positioning of services in combination with GPS, or messaging services in

remote areas withou tlandline internet.

Red Inalambrica

WML ' WBMP

WBMP

Celular Compatible Celular Compatible

INTERNET 0 HTML

INTRANET ~ =>
g o
WEBSERVER WAPSERVER Proxy
Aloja paginas para ser Emvia paginas
enviadas a través dal web formateadas en Wil
y ser wistas en para ser vistas en
navegadores dizpositivos portatiles.

10. WAP architecture
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6. INTERNET AND TOURISM

6.1. Internet  for tourism SSMEs

Internet is part of our dalily life. It generates real possibilities for business,
especially if we look at the micro -enterprises in the tourism sector. In the
past, their strongest constraint to enter the market was the impossibility

to communicate with the client. Internet solves this gap , because on
internet the visibility does no |l onger
clever , providing a stream -lined offer tha t fits to a specific market

segment.

Today, Internet without any doubt is the most efficient tool to access and
exchange new information worldwide as it appears. This is no longer a
passive situation where results depend on the action of the user T inter net
reverts a historic situation where information was hidden and had to be

searched for. Proactive systems such as RSS allow to lean back in your

seat and wait for the latest information to be sent to you.

Only a few years ago, the client interested i n rural tourism was confronted
with a n opaque amount of unstructured information about the tangible

and intangible characteristics of the services:

A Little or no reliable references did exist regarding quality of
equipments, service, or surrounding.

>

Only b ig tourism destinations had visibility T small or special interest

depel

of fers were confronted with Ared tapeodo di

cost
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A Only printed information was available (brochures, leaflets,
guidebooks) 1 many of them already out of date when bein g
published.

With the use of Internet and related technologies such as search engines,
unlimited information is available worldwide almost the same moment it IS
created. It can now be stored, filtered , and sorted in seconds depending

on completely individu  al criteria and needs.

With its wide scope of small individual offers, this puts rural tourism in
equal condition  of visibility , just like any big hotels or companies. To

make efficient use of this potential requires some knowledge and tools |

we will learn about them later in Units 7, 8, and 9
6.2. Internet use by the client
Acceptance and use of the Internet is rapidly increasing over the past

years. It favours the development of special interest or niche products,

and clients are getting used to search for them rather on the WWW than
through traditional methods. Content of websites can be influenced or

even completely be created by the end user, through online forums, guest
books, blogs, or client evaluations. This user -created content is very

popular with  visitors before they decide upon where to book.

The tourism industry is trying hard to keep up with this development.
This is not always easy : Internet is creating completely new scenarios for
communicatio n, marketing, or sales that have no precedence and take

many promotion and sales managers by surprise.

According to a very recent representative survey about the attitudes of

Europeans towards tourism (march 2009), already 38% of tourist make
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use of the Internet , putting it in first place as a source of informa tion. In
the case of visitors that go fAdoff the beater

case of clients in rural tourism), this percentage increases to almost 50%.

The Nordic countries most heavily rely on the Internet for their Holiday

plans , lead by Finland ( 56 %) and Denmark ( 54%). Butalsoin big markets
such as Germany, France, and UK still around 40% of the tourists consider

Internet as most or second most important for their decision. And these
values will be increasing year by year: already n ow they are higher than
above for the younger age group, which is the mainstream clientele of

tomorrow.

Yet, in rural tourism so far internet is used mostly as source for
information, not for booking. While technical solutions for real time online
bookin g are available at reasonable cost for the hotel sector

(www.booking.com _ is a good reference) and widely used by clients for city

hotel reservations, this is not the case in rural tourism. This is likely to
change ov er the next years, though, if sufficient virtual trust can be
created by the providers through reliable brands or references from earlier

clients that are published on the companyods

This intangible aspect of  trust , generated by non -institutional sources of
information  such as recommendation by friends or other guests, has
highest importance in the decision process : almost two thirds of all
visit ors base their final decision on it. This explains while at least in rural

tourism, still the personal contact by email or telephone between client

and owner is important before a reservation is made.
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6.3.  Why do our clients use Internet?

Letébs have a | ook at the reasons and expect
rural tourism use the Internet. To know about them is important for us as
providers, because it allows us to prepare and present the information

about our service in such a way that it appeals best to this visitor.

According to coincident surveys and research, the most important aspects

of internet fort he visitor are:

A Get specific  information. We already commented the almost
unlimited amount of information that is available on the Internet. The
use of search engines allow to select very quickly the most relevant
websites , but we still can enhance this t hrough online video,  weather
reports, etc.  The more useful information we provide, the better we

will be rated by the visitor

A Quick reply. Internet is immediate, and physical distances do not
exist. Clients do expect immediate or quick reply to any req uest, 24
hours response time is a maximum. Some websites now even
include a direct connection to online messenger services or IP phone

call!

A No opening hours. Websites are available 24 hours a day, 7 days

a week, and 365 days a year.

A Additional infor mation. Especially in rural tourism , the visitor is
attracted by the complete set of services and attraction in a wider
geographicarea 1T i n touristic ter ms, t hi sThiss cal l
refers to aspects such as landscape, nature, surrou ndings, cu ltural or

gastronomic resources, activities and leisure offers, etc.
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A All -in -One solutions . The traditional package holiday where every
service was included without flexibility, almost disappeared from the
mar ket . The new trend i s nelzhem apoksthe Pac k ag
different components of his holiday at his own choice and creates his
own tailor -made package trip online. In rural tourism we are yet far

away from this situation, but it is already reality in mass tourism.

6.4. How to present your tourist  service on the Internet

All tourism related information on the Internet is presented through web
pages that are based on the WWW. As a tourism service provider, you
have the choice to set up your own webpage, or you may include your

offer in the websites of other companies or entities such as tourism
offices, professional organisations, marketing clubs, or online promotion
sites. All th ese are commonly called Aportal g0b course, also a

combination of both is possible.

In the next Unit 7, we will look w ith more detail into the content and
creation of an individual webpage of a tourist service. In this part, we

will only look at the Portals.

Portals

The term Aportal 06 as s thefuncteon of thesedwebsitest di c at e s

to create a great open door t hat gives access to a specified type of

content . The i dea behind this is that such
visibility and attraction for the web user than individual web pages , and
the portals also may offer added value for these users if they esta blish a
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clear profile of content to be found, quality assurance, or other useful

services such as reservations.

Portals can be based on any possible set of criteria: you will find them for
a specific territory or region where all kind of businesses and services is
included; they can be thematic (tourism, gastronomy, activities, hobbies),

set up by a private interest group, a specific brand, etc.

In tourism, the most useful way is to differentiate between public and

private portals:

Portals run by public entities

These portals are set up and run by local or regional authorities such as

municipalities, districts, counties, provinces, and similar.

Portals at local level usually are multi -purpose ; for example , the
website of a municipality will include all local information from waste
collection to the next meeting of the City Council. Economic activities or
tourism are usually just one submenu on these sites, but their commercial
value should not be underestimated: any potential client interested in the

area  will visit this kind of site, precisely because it provide s a

comprehensive view of all the resources and services of their area.

When a bigger area is covered, portals tend to be thematic on a specific
activity such as tourism. If the village or its surroundings are highly
attractive for tourism, you may find such a specific tourism portal already

at local level. But the most usual case s are tourism portals for a wider
territory such  as a province or region. It is worthwhile to appear there,

but con ditions may be posed for your service to be listed (be legally
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registered, be member of a local tourism organisation, etc.) . If these

conditions are met, listing us normally for free.

Tourism portals in Spain T from country to municipality
www.spain.info Spanish tourism portal
www.andalucia.org Regional tourism portal of Andalusia
www.turgranda.es Tourism site of Granada province

Www.serraniaronda.org Local tourism portal for the area around Ronda

www.lorcaturismo.es Municipality - City of Lorca

Private portals I commercial or run by associatio ns

Private portals are usually set up as a business: somebody must pay for
their creation and mai nt e ni;athec seyvicetlisted®n s o me b

them. They can again be local, regional, national , generic or thematic.

For rural tourism, portals are nat ional or regional, set up either by private
companies or by associations that want to promote their members. Some

of these portals have an option for free listing . this may be an interesting
option if it allows you to publish your individual website and Em ail. But
most will charge an annual fee that can vary between 50 -250 EUR for a
single accommodation, depending on the services that are included

(length of description text, number of photos, preferential position in

search results within the portal, etc. )

Apart from their core content, portals increasingly tend to extend the
information and services available to the visitor.  The idea behind this is to

keep the visitor as a frequent user of this portal because he can find there
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all he wants: not only t his increases directly the number of visits, but also

contributes to a positive image of the portal and its position in the market.

The more visited a portal, the better s ales argument can be given to the

ieconomi c whopdys far being listed there - YOU.

Such extra services and  content are most frequently:

> > >

>

Touristic routes and other kind of information such as links

Forum and Blogs for travellers

Announcements of interesting events, cel ebr ati ons,
Added -value professional services for the service providers, such as

legal or technical assistance, database, forums, notice boards, last
minute booking panels, and similar

Bookings are generated by these portals in different ways

A

>

>

Most portals are set up as promotion service for the listed
esta blishments.  The objective is to establish a direct contact between
provider and client outside the business model of the portal.

Some offer additionally an optional reservation service , usually based
on a commission between 10  -20% . This may not be of int  erest if the
clientele is local or national , but it makes sense if you need to

communicate with foreign clients.

Recently some portals also start to offer the poss ibility for online
reservations, i.e. without intervention of a human operator.

Include yo ur accommodation or service on a portal is like traditionally

putting an advert in a guidebook: you will be contin uously vi sible to all

those interested in your offer. This has a number of advantages over

individual activities directly by you :

A

Promo tion. T Thisis the first and most important reason ; portals are
experienced in web marketing and dedicate special attention to it.
Even if your service of course does not appear on the first page of the
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portal, you benefit from a portal with  high ranking becaus e more
visitors will enter it and in the end, they will find you.

>

Cost.  Either the statistics that the portal provides you, or your own
web statistics (see Unit 10), will allow you a close control of results
The indicator should bé fheataboo&sngboval.l

p

Quality and trust .- Portals generate confidence in the customer |
this is especially  true if the portal is run by an association , brand, or
any other entity that assures minimum quality criteria are met by the
listed services.

>

National a nd International links .- Some portals are part of a
wider na tional or international network, this makes it easier to reach
markets outside your own region.

>

Speed in getting results. A web user knows that a portal will offer
him exactly the kind of infor mation he is looking for.

Which portal shall | choose?

Whenever possible, intend to be included in  public portals that cover
your product or area: they are normally free . Results are most likely not
spectacular, but  still will generate you some occasio nal requests and

reservations

Regarding private portals, all (or most) of them will try to convince you

that a listing on them will increase your occupancy and generate more
income than the price they ask you to pay. This may or not be true, the

technol ogy is advancing at high speed and portals that are very effective
today, may be outdated tomorrow. Price as such is also no argument, it
depends on the quality of the contacts and booking requests the portal is

able to generate.
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11. Website EuroGites T Eur opean Federation of Farm and Village
Tourism

Before signing in to any commercial portal, consider the following:

A Ask other colleagues with similar offers to your own on which portals
they promote themselves and how the results are.
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