3.4 E-MAIL

users se.nd 'and' receive messages over a network of computer and tele-
commyrucatlon lmks.. The messages may consist of short notes and greetings, or
extensive (huge) text files plus graphics (drawings) and photographic images, video
clips, or souf:d. T}.\us, e-mail is an “electronic post office”. It provides a “store-
and-forward” service. It lets people communicate even in the absence of the receiver
at the other end. It means that you can send e-mail message whenever you want.
The person to whom you have sent the message, can read the same (after opening
his computer) whenever he wants. Thus, the sender and the receiver don’t have to
connect themselves at the same time to communicate.

For availing e-mail facility, one has to obtain membership with an Internet
Service Provider (ISP) such as VSNL, MTNL or Tata Info Service. In addition to
internet access, the user also needs a computer, a modem and a telephone line on
which he can call the subscription service. He should have his own e-mail address
and the recipient’s (receiver’s) e-mail address for two-way communication.

The elements of e-mail are as follows :
(i) the sender: A person who composes and sends e-mail massages.

(i) the mail agent: A programme the sender uses to do so; (for regular
mail, this might be a pen or typewriter).

(iii) the message : A computer representation of what the sender wanted
- tosay (for regular mail, this would be paper and its envelope).

(iv) the mail transport subsystem : A system that delivers the message
(for regular mail, this would be the postal service). -

(v) the recipient: A person who receives the mail.
(vi) the recipient’s mail agent : It might be a different programme from

ihat of the sender.

(vii) the e-mail address : A text string used to identify senders and
recipients; (for regular mail, this would be the text for the address of

the locality, city, country and so on).

3.4.1 Sending E-mail .
For availing e-mail facility, a person must have an internet connection through
the telephone line or cable network. In addition to internet access, he should also

have a computer and a modem. He should have his own e-mail address and the
receiver's e-mail address for two-way communication. An e-mail address is typically

in this form : “username @ location organisation type country”
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s e-mail address may be like 'this: “Sun India, Dejy; Qus,,
et

An mdividua;e of the user based in Delhi, the I?t(?-fl}et Service |
Sun India 18 'the na inistration. The symbol “@” is pronoyp, i e

/i

" The symbol “~" is pmnmncedal"
a

In sending the e-mail message, the following steps should be takep, -
se
(i) Start an e-mail message, through any one of the popular Packages “

uter.
Outlook Express, etc. on your COmp | |
(i) Type on the computer keyboard the e-mail address Fo which yoy Want

send the message.
(iii) Type the message in the provided.place.
(iv) Type sender’s name and his e-mail address. |
(v) Take the mouse pointer at the “Send” button and click the mouse once

Then, the message 1s transferred to an SMPT server (Simple Mail Transport

Protocol Server) which is a mail server that accepts outgoing e-mail. The POP3
- server collects and processes the incoming e-mail. Both these servers are run by the

Internet Service Provider (ISP). | |

It may be noted that the user can send the same message to several receivers
by typing in their addresses one after another at the place against the lette}'s "€’
- {(carbon copy)—a list of the receivers. If you type the list of receivers against the
letters “Bec” (Blind carbon copy), then the list of the receivers is not visible to the
person who receives this message. Further, ‘attachments’ may be sent with the

message. It means that other data files or documents may be attached (enclosed)
with the e-mail message.

EXHIBIT 1
Composing of e-mail

The header : It more or less corresponds to the envelope of postal mail. It

consists of a sequence of tagged header lines; tags are defined by an Internet
and include things like.

mail address.

CC: CCor carbon copy is used to spec

who will also receive copies of the

Subject : Subject of the message as Specified by the sender

Attachment: This link i-s u§ed to send files, created with other programmes
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3.4.2 Reading Incoming E-mail

The user of th.e Internet service can check his mail
the incoming e-mail messages in the Inbox folder.

You may choose to reply to a m - G |
the “Reply” button. d essage while you are reading it. Then, click on

box in his computer to read

When you start your mail agent, it usually checks with the mail server to see if

any nel‘{\’ mail haslfl,irrived. When the server reports that there is new mail, the agent
typically Coplgs Al NEW messages from the server into the ‘incoming messges’ or ‘in
pox’ folder and removes them from the server, The agent usually keeps track of which

messages you have read and which remain unread. It may give you some way to
move messages from your in box to other folders.

3.4.3 E-mail Abbreviations and Acronyms

In order to k.eep e-mail messages short, people sametimes use abbreviations for
common expressions such as :

ASAP As soon as possible
A FAIK As far as I know
BEN Bye for now

BTW By the way

BBL Be back later

FYI For your information
IAE Inany event

MO In my opinion

IOW . In other words

LOL Laughing out aloud
NBD No big deal

NRN No reply necessary
OTOH On the other hand

WY SIW YG What you see is what you get.

3.4.4 Popularity of E-mail

Electronic mail or e-mail has gained popularity in modem business
organisations. The companies around the world are now using e-mail to enhance
their effectiveness. E-mail is fast replacing the telephone and the Fax as the primary
mode of communication. Its cost is lower as compared to the size of message and
distance of the receiver. Its cost in even much less than that of Fax or Telex. It has
a very high speed of travel. It takes only seconds to reach the receiver at any
distance in the world. It does not disturb the receiver who might be busy in meetings
or otherwise, or even sleeping at night. The receiver can open his e-mail at his
convenience and download the messages.

E-mail offers the following advantages :

(i) It facilitates sending to and receiving messages from others having

e-mail addresses.
(i) Tt transmits the message almost instantaneously. Thus, its speed is very

fast.
(ifi) It directly reaches the concerned individual’s electronic mailbox.

pp— BT e
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S R K | osence of the receiver of the message ¢ ,

the pr _ SRurar he ¢
(iv) [t does nol I‘CC]L’IIITS 1a Ie]i'vered into his mailbox and can be Obtaine(;h]fr
end. The mCSStog ening his mailbox Y
the recewerl:?])é . (fr degree of secrecy of the message

be sent at any time, day or night, decreasing Prob|
ht about by differences in time zones.

(vift Messages call

Cng

3.4.5 Sl;mn of the glaring weaknesses of e-mail are as follows :

(/) E-mail does not guarantee secrecy.
(i) E-mail messages may be taken less seriously than traditional businegg

letters.
(iii) Senders of messages have no assurance that the intended receivers vy

check mailboxes or respond to messages.

(iv) Space available on an e-mail screen is less than that of a single-space
typewritten page. Multiple screens are likely to be more annoying than 5
long typewritten letter or memorandum would be.

(v) Messages are not always delivered because the intended receiver’s
computer system may be down. E-mail users must observe “undeliverable”
messages and attempt to resend.

(vi) Incompatibility of electronic mail systems prevents the sending and
receiving of messages between these systems.

(vii) Senders are more likely to make errors in facts and approach, in addition
to errors in logic, grammar, and spelling, because messages are prepared
more quickly than most letters and memorandums.

(vii1) The case with which messages can be sent results in large amounts of
junk and unnecessary communication, which wastes time. Spam is the
term used in e-mail to denote unnecessary mails that keep coming into
one’s inbox. Spam is useless for the receivers and it only results in filling
up of the mailbox.

3.4.6 Ensuring Smart e-Mail

The following guidelines should be followed to ensure smart and safe
e-mail : '

1. Ensure Correct e-mail Address : In case of e-mail, there is no postman to
make enquiries and deliver the e-mail even when postal index number is wrong.
E-mail bounces back even with change of a single digit, letter or a punctuation

mark in the address. There is also the possibility that the mail goes to somebody

else’s mail box. Therefore, double check the spellings before clicking on the
receiver’s address. ,

2. Keep Business and Personal e-mail Separate : Itis very risky to use the
same box for personal and professional mails. Your employer might monitor the




Modern T echnology and Communication

— i 39

related mail is company
fice your mail may remain

might access your personal mail.

3. Manage Your Mail Box : O _
P * +Upen your mail box twice a da '
essential in e-mail. Scan the mail in the box, reply the urgent one, dgleatse sl"E:TSr:E

mail. The mail which cannot be replied i ;
that the sender does not keep senging rlé‘r:nnil:gg;ely should be acknowledged so

Delete any messages that are no larger required. Use sub-folders for incoming

and outgoing mails for future reference. Sub-f i 4 anci
the stored mail. olders will make it easier to access

4. Do not P.ut‘Canidential Information : World Wide Web is a glass house
as the mail on it is not fully safe. Hackers can access even heavily guarded
networks of Panks and governments. Do not ever put sensitive information such
as your credit card number as the same could be misused.

5. Invest in the Subject Line : Use brief and precise subject line to tell the
reader clea;ly what th? mail is about. Otherwise the receiver might delete your
message without reading it. A smart heading attracts attention towards the e-
mail message. Example : “Urgent—Computer Breakdown”.

6. Keep Your Mail Brief : E-mail message should be like skirts—short

“enough to be i_nteresting and long enough to cover all the vital points. Reading
from the monitor screen is harder and slower than reading a print out of the
<ame text. If the e-mail message is long, it might not be read at all or read too

casually. -
7. Show a Clear Thought Structure : The ideas should be in a sequence SO
that the message is easy to understand and accept. The text should be divided

into different paragraphs with plenty of space between the paragraphs.

8. Mind Your Tone : Be sensitive to the needs of the reader and your
relationship with him. Poor tone may offend the reader and the message may fail

to get the expected response.

9. Mind Your Language : Use proper grammar, punctuation and correct
spellings to avoid any misunderstanding. If any e-mail message provokes, you

might be tempted to pump your anget in your reply. Do not send the reply
immediately. Wait for some time and reread your replay before sending it.

3.4.7 E-mail Etiquetts

To be an effective e

observed :
(/). Respond to e-mail messages in a timely manner.
(ii) Provide clearly worded subject lines for all messages.

(iii) Use shorter lines and shorter paragraphs than in regular word processing

documents.
(iv) Be complete and concise and avoid rambling.

(v) Use upper and lower-case letters. This is easier to read; also, all caps 1s
considered “Shouting”, which should be avoided.

_mail communicator, the following etiquetts should be
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hen available.
' ' d spell checkers W
( (Wj 822 'tae:gtoe: Ltaciflzfsﬁy—clzmsider backgroun'd 0{ a reader or readerg
. i
( v?:::) Avogd inappropriate and pos:c,lbly ffffT:;: :;galill Sg;Stem
(ix) Avoid trivial responses; they just clutte i ;
(x) Avoid firing angry messages back to the senaer ing).

: . - /": 7 1.
xi) Avoid sending “junk” mal
( :fcifj Avoid adding too many attachments to your message.

(xiii) Avoid use of emotions (typewritten smbols such as: 3 th'at Tepresen;
feelings) unless you are absolutely certain your reader Will interpret

symbol as you intended. ‘ _ ‘
(xiv) Always provide a personal name if YOuE mail system allows it - a persong]
name attached to your address identifies you better than your addresg
can on its own. .
(xv) Always include a subject line in your message. It is often the only clye
the recipient has about the contents while filing and searching

messages.
(xvi) Do not type your message in all uppercase - it is extremely difficy]; to
read (although a short stretch of uppercase may serve to emphasise

point heavily). Try to break your message into logical paragraphs ang
restrict your sentences to sensible lengths.

for

Guidelines for Writing E-mail Message

message you feel anger. First cool down and then draft the
6. Subject lines sh
ould -
7. Use ful] caps = appI'OP-r ‘alely written



