NCFE Level 1 Certificate in Telematics

Introduction to Electronic Malil

E-mail is an electronic alternative to the regular mail service the Post Office provides. You can
send mail and you can receive mail. There are certain differences, similarities, advantages and

disadvantes:

Advantages

Fast

Cheap

Can send multiple copies
Easy to reply

Paperless
Can add files/programs

Avoids playing ‘telephone tag’

Can deal with messages when yo
are ready to, as opposed to bhg*
interrupted by telephone cal

Any Other Machirfs on the Internet

Receiver's InternitService Provider

Examples of Mail Programs

Disadvantages

énder’s Internet Service Provider

Recipient

Off-line e-mail programs

Web based email programs

Outlook Express

?? Hotmail

”
?? Eudora ?? Yahoo
?? Lotus Mail ?? AltaVista
?? Netscape Mail ?? NetMail
?? Pegasus
?? Outlook
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Intranet/Internet

?? Intranet - an in-house network eg businesses, colleges,
?? Internet - a worldwide network

Addresses

?? Must be typed exactly

?? Similar basic pattern eg mike.mccloud@hotmail.com
Soul_Sisterl11@yahoo.co.uk
jpsmith@telecom.ie
jones@arcadis.be
sam@smith.de uk
327890,2546@ om

?? broken down into:

Position Eg

Before @ mike.macloud @
Soul_Sisterlll
jones@
sam@
327890,2546

At case sensitive but
ase
qQbers instead of names

after @ Hotmail

otes type of establishment:

academic

company

organization — usually non profit

com = used to be American companies but now can
be any nationality

Country

United kingdom

Ireland

Belgium

Creating Messages

1. In the mail program’s own editor

Create in word-processor then cut and paste into Mail program

3. Create in word-processor and save the message as an ASCII file, then import into mail
program.

N

On-line/off-line

?? You don’t need to be connected to the service provider to read or write messages.
?? Cheaper to write off-line, store in an “Outbox” and then, when you are ready to send, go on-
line and send.
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Etiquette

?? Keep messages short and to the point
?? Don'’t abuse copyright - it is someone else’s work
?? Casual tone, not sloppy

Capital letters

?? Use sparingly - denotes varying degrees of emphasis
?? Initial capitals - Draws Attention Without Stressing

?? Entire word in capitals - stresses WORD
7
7

Entire phrase or sentence - very emphatic - SHO
Entire paragraph or message in capitals - hard t

Rude messages - frowned upon

Punctuation

?? * adds mild emphasis*
?? I VERY IMPORTANT POINT!!
?? 11 OR 77?7 OR 1?21 = confi
?? mixed placeholders eg '@>

Emoticons (Smyj

--@  screaming
%-)  confused
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