Module O Living Online Getting Connected

lectronic Mail Fundamentalis

Electronic mail (e-mail) has been key to the popularity of networks. E-mail allows:
= fast cormnuniéation

= permanént record of the cormmunication

® attaching additional information to a message

2 copying a message to more than one recipit;ént

#  temporary storage of information if recipient is not immediately available

internal Mail

The diagram below illustrates the principles of e-mail on a network.
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Each user on the network is allocated a “mailbox” on the server. When user A
sends an e-mail message to user C, the message is placed on user C’s mailbox on
the server. When user C wants to see her e-mail, she has to “fetch” the mail that
is waiting for her in her mailbox. If she is away on vacation, or simply not at her
desk at the moment user A sent the message, it is not lost because it is placed in
the mailbox on the server rather than going to user C directly.
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Internet E-miail

The situation with e-mail on the Internet is similar but is complicated a little by
the fact that the Internet is a WAN consisting of many interconnected networks.
The diagram below will illustrate the concepts. For simplicity we will use
individual users:
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Each user of e-mail must obviously have a unique e-mail address. As with the
LAN, e-mail messages are stored on a server. When a user sets up an e-mail
account with an Internet service provider [ISP), the ISP allocates a mailbox on the
e-mail server for the user. The mailbox is usually identified by the user's name.

The e¢-mail server itself has a unique address on the Intemet, referred to as the
domain name (we will discuss domain names in more detail later). So in our
example above, John has an e-mail account with an ISP ecalled “ispy”. The
domain name of the e-mail server is ispy.com, The full address of John's mailbox
is then

john@ispy.com

This is pronounced “john at ispy dot com”.

Similarly in our example, Mary’s full e-mail address is
mary@ispx.uk

‘Let us suppose John sends an e-mail messége to Mary. He would address the

message to mary@ispx.uk. The message is routed through the Internet to the e-
mail server with domain name ispx.uk. The server will put the message in Mary's
mailbox on the server, The protocol used when one sends an e-mail to an e-mail
server is simple message transfer protocol (SMTF).

If Mary wants to see if she has received an e-mail, she requests her e-mail server
to send any mail in her mailbox down to the e-mail program on her computer.
The server does not send the mail to just anyone and will request that Mary first
identify herself by giving her username and password. If these are valid, the
server sends all the mail in Mary’s mailbox to her e-mail program, where it is
placed in the Inbox folder. The protocol used to request and download e-mail
from the mailbox is called post office protocol (POP).
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| Message Components

Regardless of what e-mail program you use, the components of an e-mail
message are the same because they are determined by the Internet e-mail
protocols. The components of an ¢-mail message are:

1} Addressing _
2} Subject Line o |
2} Body _ .
&} Atfachments

Following are examples of two different e-mail programs:

E-mail Message Components

1E-mail Message Components !

- S The browser. div [l 2?' KEB] B . 7 ED.Q KB

Cutlook FPyoress {comes with Internet Bxplorer)

1113-2

© CCI Learning Solutions Inc. ! 21



Getting Connected

HBC s of 102 Certification

3 jobn@ispy.com

o heueller@smartt. con

Metscape Messenger {comes with Netscape Navigater)

Notice how the two program screens contain the same e-mail message

cornponents,

Addressing

The addressing portion of the e-mail is very important. There are many
addressing options, we will discuss the main features.

To

Lo

Bop

This is the destination address. Without it the e-mail cannot be
sent. You can send the e-mail to several recipients, with their
addresses separated in the To: line by semicolons (;). Depending
on your e-mail program, you may also be able to use a comma L)
as the separator.

This is the Carbon Copy address. The recipient in this line gets a
copy of the e-mail and knows that it was sent for information and
that the recipient in the To: line is the main recipient. There can
be more than one address in the Ce: line.

The Blind Carbon Copy is used when you need to hide the fact
that this recipient is receiving a copy. There can be more than
one address in the Bec: line.

® CCI Learning Solutions Inc.
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The Subject Line

The subject line is very important. Here you should put a short description of the
content or purpose of the e-mail. People receive many e-mails. It is useful to scan
through the list of recently received e-mails by looking at the subject lines — then
one can decided which message to read first.

You can send an e-mail without a subject line but hecause it is so useful most e-
mail programs will prompt you if you forget to enter a subject in the subject line.

o

The Message Body

This part of the e-mail message is where you type your actual message.

Attachments

A very powerful feature of e-mail is that you can attach files to the message.
People use this feature to send pictures, spreadsheets, word processing
docuinents and many other items. It is rauch more convenient and faster than
sending the files on a diskette using regular mail [(commonly known as “snail
mail”}. '

E-mail Address Features

You can learn a number of useful things by looking at the different parts that
make up an e-mail address,.

The Domain %’%m& Format

All computers connected to the Internet have a unique number (called the IP
address or IP number), just like every telephone on the telephone network has a
unique number. Fortunately, most owners of servers connected to the Internet
will have registered a domain name for their servers. As far as the Internet is
concerned IP numbers and domain names can be used interchangeably — but it
is far easier to remember a domain name like hartifordedu than
207.230.244.190.

jﬁmiﬁa@csiieamingfam

Saihor Name Qcérmjn Category
Mame of ﬁrgaﬁiza%im

Lialibox Name This identifies a particular mailbox on the e-mail server. Usually
it would be some combination of the e-mail account holder's first
and last names because this is the casiest to remember.
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HName of This Jabel is used to identify the organization owning the server,

Urganization It does not have to be the full formal name of the organization

but a short version is chosen that is easy to remember, eg.,
. orders@ibm.com.

Domain This label is also called the Top Level Domnmain and identifies the
Category server’s information domnain.

Top-Lavel Domains

The Internet was originally established in the US to facmtate research and
development of military projects. A set of domam categories were defined to
distinguish the different groups involved in ‘these projects. These domains are
usually called the “original top-level domains”:

J55aid UsS military
0V US government
Eatstis commercial companies

i universities
Eelgv organizations
J38% network sites

S0 we could tell from jsmith@hartford.edu that the address belongs to someone
from Hardford University (or college) whose last name is Smith and first name
starts with a “J”.

Country Codas

The original top-domain categories were adequate for their original purpose but
soon became inadequate when the Internet became international. The top-level
domains were expanded to include two letter country codes. The following are
cxamples:

.24 Australia e Germany

o Canada ik United Kingdom

Larger countries may expand their domain names to indicate the region within
the country, e.g., pittmeadows.bc.ca is located in Bntlsh Columbia, a province of
Canada.

Other countries use an expansion similar to the original domain names, e.g.,
amazon.co.uk is a commercial company in the UK and oxford.edu.uk is a
university.

Proposed New Domains

Several new top-level domains have been proposed and may be available by the
time this course goes to print. The list below gives a selection:

SRS Air-transport industry

Dbz Businesses

SLGOD Cooperatives

SBOOM electronic commerce

L Unrestricted use

SNLSeuwm Museums

JIBme For registration by individuals

SR news-related sites

ST Accountants, lawyers, and physicians
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Orher Sarvars

Organizations frequently own more than one type of server. The domain name
convention for other server types is as follows:

www.cellsarming com
4 I &
| !
| |
Server Hams % Defain: Category

‘ p y
Name of Organizaton k

&
u

The server name label is used to identify the server at the organization.
Traditionally this label indicates the type of server, i.e., www for web servers, ftp
for ftp servers, but this is not mandatory.

Many organizations have -several servers. So you could have wwwl.mit.edu,
unww2.mil.edu, and library.mit.edu for different web servers at MIT.

So chances are that if you get an e-mail from jsmith@betterbuilders.com that they
also would have a web server with URL wiww.betterbuilders.com where you can
find out more information about jsmith’s organization.

Jptions

There are basically four options when sending an e-mail: create, reply, reply all,
forward. :

Crealting New

When you want to create a new e-mail, the program will give you a blank form in
which you can put all the necessary message components and type in the
message body. When the message is complete, you click on the Send button (or
select the Send command from the menu bar). The e-mail program then uses the
STMP protocol to send the message to the server on which the recipient’s mailbox
is located.

Reply Options
‘When you have received an e-mail there are basically three things you can do:
%  Reply to the sender only

# Reply to sender and to those who received copies

*  Forward the message to another person

© CCI Learning Solutions Inc. 25
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| & Using Reply Options

Raply Options

LearJehn
%

There are threa things you can dowith an e-mail that you have rec elvad:
Reply, Reply All, Forward a

Regaids
Mary

Replving

When you have received an e-mail from someone, it is normal that you would
reply to it. When you click on the Reply button, the e-mail program will display a
similar screen as the new message screen, except that the To: is already
compicted with the address of the person you are replying to (sending): The
Subject line stays the same except that Re: is added so that you can recognize
that it is a reply to a previous message.

The original message is placed at the bottom of the message body — this allows
you to make specific comments to points in the original message.

Dear Mary
Thanlkyc:u forthe infarmation about the Reply oplicns.
John

Origingl Messags
To: Hivueller Design
Ce: diviueller Design
Sent: Sunday, June 30, 2002 3:54 AM
Subject: Using Reply Options

® CCI Learning Solutions Inc.

2L LLPLLORER R R EREERECERCERREETRRDRERERG



b . A A A A . . R . G R R . . e e . . " ppe—

Module € Living Oniine ’ Getling Connected

Replying to Al

This is similar to the previous option except that the reply will go to all who had,
like you, received the original message. This is a useful option when several
people are working together on a project, or are planning a vacation together.

Forwarding

This option allows you to send the message you received to a third person, e.g.,
for further action. The original message is a&m appended at the bottom of the
body. A Fuw: is added in the Subject line.

Dear Jane,

I am forwarding this message farvaur informatiar,
Jahin

— Ongmal(Message

Tu HN‘!LIF'HEI‘ ._Jemg
Ce: Hilneller Design

Sent: Sunday, June 30, 2002 8:54 AM
Subject: Using Replv Options

Dear John
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When you request your e-mail from your server (using the POP protocal), the e-
mail program will put the mail in a folder, which is usually called the Inbox. The
program usually also has the following folders: Outbox, Sent, Draft, and Deleted
Items. Although the folder names may vary slightly in different programs, their
use is self-explanatory. The opening view of your e-mail program will be similar to
the following: E 5

GifteToGe - jiour on-line gift gurus - Inbox - Netscape Folder

Locat Mail ..
nboy T % o Hiusller
Yrsant Messages = o Hidueler
Crafts
Templates
Sont
Trash

Subject: GiftsToGo - your on-line gift gurus
Date: Sun, 12 Meow 2000 22:01:2% 0800
From: Heidi Ifueller <heidim@emartt. com™

Te: indaaleyi@acl.com

The screen is split into three panes. The left pane contains the list of your e-mail
folders — the standard ones as well as any you might create. The top right pane
lists all the e-mails in the selected folder — when the program opens the Inbox is
usually the selected folder so you can see the mail you have received from your e-
mail server. The bottom right pane gives a preview of the e-mail selected above.

You can delete any e-mail once you have read it. However there are many reasons
why you would want to keep e-mail messages to refer back to them later. Soon,
you could have hundreds or even thousands of e-mail messages in the Inbox
folder and it becomes hard to find any particular message. It is vital that you
create a filing system so you can organize your e-mail according to categories.
The folders that you create will be determined by your individual needs.

® CCI Learning Solutions Inc.
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Once you have created folders, you can copy, move, and drag e-mails into folders.
Once you have read an e-mail in the Inbox folder and you decide to keep it, you
would typically move (drag) it to the appropriate folder.

One of the most useful featurés of e-mail is that you can attach electronic files to
the message.

For example, you could send an e-mail to a colleague explaining that you have
written a draft report and that you would like her to read and comunent on the

report. Then you “attach” the report, which is a word processing document, to the
e-mail.

When the colleague receives the e-mail, there will be an indication that there is
an attachment (usually a paperclip icon).

Your colleague could then either save the attached document to a folder to work
on it later or she could open it immediately in her word processor.

You can attach any kind of file: pictures, video clips, mp3 sound files, programs,
games etc. Many of these files can be very large and ISP’s may put a limit on the
size of attachments that they will allow —- typically 2 to 5 Mb.

1113-2
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Different e-mail programs indicate that their attachments in different ways.
Sometimes there is a line in the addressing section of the e-mail as shown in the
example below, sometimes the program may list the attachments in the body of

.the e-mail.

§s E-miail Messags Eumpm:nls

e

Ty

Yirus Harara

Unfortunately there is a potential danger with attachments in that many viruses
have been designed to spread as attachments to e-mail messages. One can
debate what it is that makes people design viruses but it is a fact of life when you

“live online”. We will discuss some of the precautions that you should take. But -

bear in mind that the virus scenario is changing constantly and new viruses
appear all the time.

A virus attachment has to be a program file and so would have a file extension
like “.exe” or “.bat”. Picture files (“jpg” or “.gif’), text files (“.ixt”) are not
executable programs and cannot contain viruses. Word processing documents
(".doc”) should be virus-free; however, they can contain macro viruses.

The creators of viruses are very astute and can make an attachment look safe, for
example teddybear jpg.vbs. If you are not careful you may assume that this is a
jpeg graphic file.

€ CCI Learning Solutions Inc.
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Precayutions

# Use an up-to-date virus protection program that scans in-coming e-mail as
well. Regularly check for updates.

* Do not open attachments from people that you do not know.

4  Some viruses appear to come from people you know. Do not open
attachments even from people you do know where it is not totally clear from
the e-mail message what the attachment is, e.g., a message with no content,
suspicious subject matter, etc. Rather send them a quick e-mail and ask if

i

the attachment is safe, i

o

Hoaxes

There are frequent false wamings of viruses (i.e. hoax warnings) with dire
consequences and you are asked to forward the warning to all your friends and
colleagues. The message may also say that the virus is not detected by any of the
major virus protection programs {e.g. McAfee, Norton, Dr Solomon, etc.)] — of
course they are not detected because they are not actual viruses.

Fortunately most of these hoax warnings are harmless enough. However, some

. hoax messages will ask you to search for the virus file on your computer and

then to delete it, but the deleted file turns out to be an essential file that your
computer needs.

If you are not sure of any virus, visit the web sites of the suppliers of anti-virus
software. They have extensive information on viruses and hoaxes.

Outlook is more than an e-mail program. Outlook consists of several modules or
components that allow you to perform a variety of tasks. It is considered a
“personal information manager” (PIM) program that can be used for sending and
reading e-mail, scheduling appointments, managing a contact list, creating a to-
do list, or for recording notes. In this module, we only look at the e-mail features
of Outlook. '

As an overview, a brief description is provided of the various Outlook modules:

#  Qutlook Today gives you a quick look at your day. You can work with the
calendar, tasks and e-mail — all from one central location. :
# The Inbox is used to compose, send and read e-mail messages.

*  The Calendar is used to schedule appointments, meetings and events, similar
to a day-timer that you may use in your office. '

* The Contacts module is used to manage your comtact lisf, similar to an
address hook.
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