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3.1 GLOBALISATION OF BUSINESS

The world order is changing dramatically because of the advancement in
information technology (IT). The rate of globalisation in the past few years has
been nothing short of phenomenal. Globalisation means the ability to produce
and/or sell goods/services in global markets in open competition, with others.
‘Only the fittest will survive’ in the open competition, i.e., those who can satisfy the
customers in respect of quality as well as price of products and/or services. The

increasing expectation has made this phrase irrelevant and now the buzzword is
‘Survival of the most competitive’.

There exists comprehensive foreign competition with respect to almost every
product all over the world. For instance, in recent years, the viability of North
American business has been severally threatended by Japan. This is particularly
true of automobiles, consumer electronics and motor cycles. Likewise, the world
textile market to dominated by countries such as South Korea and Taiwan where
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3.2 ROLE OF INFORMATION TECHNOLOGY

The world has entered the information

which has been made possible by the ever increasing developments in the field of
information technology (IT). The Way we access and assimilate information and *
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d receive messages. He
can also have access to the World Wide Web (WWW). The user can also send e-
mails through the internet jf the e-mail software (called a mailer) is installed on the
user’s computer.

- It contains millions of electronic documents called Web
Pages. A web Page contains text and graphics (drawings) which are linked to
related information,

Modem. It is a communication device or apparatus that enables a computer

to transmit information over a standard telephone line. It converts signals from

analog to digital and from digital to analog, Thus, the combination of the terms
‘modulate’ and ‘demodulate’ creates the term “Modem”.

3.3.1 How to Use Internet Service?

An individual can have access to the internet via an Internet Service Provider
(ISP) as shown in Fig. 3.1. If he has a telephone connection, he needs a computer
and a modem to connect to the ISP's server. Telecom providers and cable companies

are increasingly providing digital services and open-all-the-time connections which
give increased speed and convenience of access.

Sender's Computer Sender's Computer Sender's Computer
and Modem and Modem and Modem

Telephone Telephone
Connection Connection

Fig. 3.1 : Communication through Internet
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the web, an e-mail address and ve |
The ISP P”Vid: ;ﬁ:l:io, own home page. Some ISPs specia|jgq int Y
space for the clien * ices designed to meet the need of that market, Tpq 199
business sites with 9; < become very competitive and users have tajen
[nternet services ackage- Users of the service get the ISP’s home Page die,
when “\f:;' x?:t&‘is gives the service provider an opportunity to creatg

. ial sites. Many Sp, ..
rlising hosting links to commercia y 15ps ven
.mu: tevenu:ntg supp::% a free access service to the users, Use :

A large organi tion may be wired with its own Local Area Network (

and access to the internet via the Server. A server is a computer system ’i"ked _

the internet that could be accessed by the clients. There are two internet

applications : *

() Web Server. It is a software that takes requests from client broyygs :
searches the web and passes back the resultant pages to the browser. The gerye:
will store a number of home pages that are available to local users and ofqr

Internet users.

(b) Mail Server. It is a software that acts as a ‘post office” for the e-mai]
system. Mail created on the client sites is passed to the appropriate post-box withjn -
the system or sent out over the Internet to its intended destination. Mail from outside ‘.
is stored in post-box files and uploaded to the users machine when requested by
the mail client.

3.3.2 Intranet

Also known as private internet, an intranet is a web site designed for use by
the employees of an organisation—a private Internet. The Intranet can be usedto |
replace documents such as staff manuals, internal telephone directories and office |
notices. Their advantage is that they are (hopefully) always readily available and 1
that they can be easily updated. Intranet systems can include application systems
where scripting languages give access to databases and the use of a browser gives

easy access throughout the organisation. !
3.3.3 Extranet é
Some organisations have web sites available on the Internet but with access

limited to account holders by a password system. Such a facility is called an Extranet

Extranets are used in business to business trading where customers are required 0
have an account.

3.3.4 Advantages of Internet

As a medium of communication, internet can be used for the following
purposes :

(1) Sending messages to and receiving messages from the other internet users:
(i) Getting information stored on other computers.

(i7i) Reading newspapers, magazines and newsletters.
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(iv) Reading latest news about Sports, stock market trends, etc.

(v) Having access to the libraries conn,

. ected with the internet,
(i) Downloading articles and other materials of interest,

(vii) Downloading of specific computer software,
(viii) Participating in e-banking, i.e., Operating one’s bank account through
e-mail facility.

3.4 E-MAIL

Electronic Mail or e-mail is a system of electronic corr

: espondence by which
users send and receive messages over a network of

ings) and photographic images, video
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 :

() the sender: A person who composes and sends e-mail massages.

(i) the mail agent: A programme the sender u

ses to do so; (for regular
mail, this might be a pen or typewriter).

(iif) the message: A computer representation of what the sender wanted
to say (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.
(v\i) the recipient’s mail a
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).

gent : It might be a different programme from

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 anfi 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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' An individual’s e-mail address may be like this: “Sun India, Delhi @ ’
Sun India is the name of the user based in Delhi, the Internet Service Prov
USA which is a network administration. The symbol “@” is pronounced ag
The symbol “.” is pronounced as “dot.” The symbol “~” is pronoung .
“underscore”.

In sending the e-mail message, the following steps should be taken ; 4
(i) Start an e-mail message, through any one of the popular packages
Outlook Express, etc. on your computer.
(i) Type on the computer keyboard the e-mail address to which you
send the message.

(iii) Type the message in the provided place. .

(iv) Type sender’s name and his e-mail address. f ]
(v) Take the mouse pointer at the “Send” button and click the mouse onee.

Then, the message is transferred to an SMPT server (Simple Mail Transp
Protocol Server) which is a mail server that accepts outgoing e-mail. The POP:
server collects and processes the incoming e-mail. Both these servers are runby :
Internet Service Provider (ISP). o
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 letters “Ce

 {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
who receives this message. Further, ‘attachments’ may be sent with thy
message. It means that other data files or documents may be attached (enclos ed)

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. ‘
To : Denotes to whom the mail is to be sent, i.e., you have to
mail address.

CC : CC or carbon copy is used to specify the addresses
who will also receive copies of the same mail.

BCC : BCC or Blind carbon copy is used to send messages to several addresse
without showing everyone all the addresses. 1
Subject : Subject of the message as specified by the sender. |
Attachment : This link is used to send files, created with other progr@n}
such as MS word ora zip file, alongwith the e-mail. 3
The body : The main part of the message; a simple text message wiﬂ}_‘ e
more attachments; in fact the attachments are encoded as text viaa Pro™

called MIME (Multipurpose Internet Mail Extensions) ¥

al "“, [

P

write the recipienﬁ'

of all the recipients|

"
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3.4.2 Reading Incoming E-maj|

The user of the Intern
, v : et servic
4 mf(o e e-crl:\axl messages in the ?3333 ?glfd};is mailbox in his computer to read
ou may choose to repl A
the “Reply” button. Py to a message while you are reading it. Then, click
! , C on

3.4.3 E-mail Abbreviations and Acronyms

In order to keep e-mail me
; ssages short, tim 5
common expressions such as : . people sametimes use abbreviations for

:IS::E( As soon as possible
As far as T know

BEN Bye for now

BTW By the way

BBL Be back later

FYI For your information

IAE Inany event

MO [n 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
organisations. The companies around the worl

their effectiveness. E-mail is fast replacing the telep ; 4
mode of communication. Its cost is lower as compared to the size of message an

distance of the receiver. Its cost in even much less than that of Fax or Telex. It has

i he receiver at any
a very high speed of travel. It takes only seconds to rea}ch t ‘ ‘
distarzlce n% the%vorld. It does not disturb the receiver who might be busy in meetings

i i is e-mail at his
or otherwise, or even sleeping at night. The receiver can open his e-mat! @
convenience and download the messages-

_mail offers the following advantages * i
E(lr)n ?tl fczlcflitates sending to and receiving messages from others g
e-mail addresses.

(i) Tt transmits the messa

fast. R iailboX.
(i) 1t directly reaches the concerned individual’s electronic

popularity in modem business
d are now using e-mail to enhance
hone and the Fax as the primary

ge almost instantaneously- Thus, its speed is very
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higher degree gecrecy of the message: >
BN D o veb 3 lu:\’ of communication. Hard-copy letters.

(vi) It is a very cheap med - ‘
memos can often be replaced. sy or night, decre : p

brought about by di rences in time 2 v

(0ifff Messages can be sent 10 many people simultaneously. -

4 | & .r.

Limitations E-mail » A
3.‘.sSiat of the gloa'nng weaknesses of o-mail are as follows : ’
_mail does not arantee secrecy: di '8

’ (g E-mail messagesg‘rlnay be taken less seriously than traditional busing
(i) Senders of messages have no assurance that the intended receivers will
ond to messages- -

mailboxes or resp . ;
il screen is less than that of a single-spaced

iv) Space available on an e-mal ;
v ge. Multiple screens are likely to be more annoying than;

long typewritten Jetter 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 “undeliverab

messages and attempt to resend. 9

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

(vii) Senders are more likely to make errors in facts and approach, in additior
to errors in logic, grammar, and spelling, because messages are prepare

more quickly than most letters and memorandums. 3

(viii) The case with which messages can be sent results in large amounts of
junk and unnecessary communication, which wastes time. Spam is ls
e-mail to denote unnecessary mails that keep coming in

term used in
ivers and it only results in filln

one’s inbox. Spam is useless for the rece
up of the mailbox.

3.4.6 Ensuring Smart e-Mail

_The following guidelines should be followed to ensure smart an
e-mail :

1. Ens.u.re Correct g-mail Address : In case of e-mail, there isno postmétl t
make enquiries and deliver the e-mail even when postal index number is wrork
E-mal} bounces back even Yvith change of a single digit, letter or a punctua
mar’k in the address. There is also the possibility that the mail goes to SOme
else’s mail box. Therefore, double check the spellings before clicking On

rq_ceiver’s address. .
2. Keep Business and Personal e-mail Separate : Itis very risky to
same box for personal and professional mails. Your employer might monito!

d sa

-
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ves that job related mail is
rty. Moreover, when you are on leave from th’e office your m.ail mam

might access your personal mai, P e personal mail, your collagues

3. Manage Your Mail Box : Open your il
essential in e-mail. Scan the mail in tl;\)e ng, oo .. day as d is

reply th
mail. The mail which cannot be repli eply the urgent one, delete junk

ed immediately shoul
that the sender does not keep sending reminders. y should be acknowledged so

Delete any messages that are no la rger required. Use sub-f.
and outgoing mails for future reference, Sub-folders will ma
the stored mail.

4. Do not Put Cenfidential Information :
as the mail on it is not fully safe. Hackers c
networks of banks and governments. Do not e
as your credit card number as the same could

5.Invest in the Subject Line : Use brief and precise subject line to tell the
reader clearly what the 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 interesting 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

same text. If the e-mail message is long, it might not be read at all or read too
casually.

olders for incoming
ke it easier to access

World Wide Web is a glass house
an access even heavily guarded

ver put sensitive information such
be misused.

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 anger 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-mail communicator, the following etiquetts should be
observed :
(i) Respond to e-mail messages in a timely manner.
(i) 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 1§
considered “Shouting”, which should be avoided. :
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(vi) Use text editors and spell checkers when available. B
(vii) Use jargon carefully-consider background of a reader or readers.
(viii) Avoid inappropriate and possibly offensive language. p:
(ix) Avoid trivial responses; they just clutter the e-mail system. ’
(x) Avoid firing angry messages back to the sender (flaming).
(xi) Avoid sending “junk” mail.
(xii) Avoid adding too many attachments to your message.
(xiii) Avoid use of emotions (typewritten symbols such as: - that repreg
feelings) unless you are absolutely certain your reader will interpret,

symbol as you intended.

(xiv) Always provide a persona
name attached to your address i

| name if your mail system allows it -~ a persey
dentifies you better than your addre

can on its own. : |.
(xv) Always include a subject line in your message. It is often the only ¢l

the recipient has about the contents while filing and searching '
messages. ’
(xvi) Do not type your message in all uppercase - it is extremely diffic t
read (although a short stretch of uppercase may serve to emphasise
point heavily). Try to break your message into logical paragraphs an
restrict your sentences to sensible lengths. F

EXHIBIT 2
Guidelines for Writing E-mail Message

While writing e-mail message, the following guidelines should be kept

in mind : ’

1. E-mail messages are not private like conversation. They can be checkec .

by other persons. Therefore be careful about e-mail messages. "

2. All the principles of good writing like you-attitude, positive empha SIS,

clarity of the message, considerate attitude, conciseness of the language,
completeness of the message, etc. apply to e-mail messages. E

3. Use spell check for correct spelling and ensure that the message

grammatically correct. k

4. Reread and proofread the message before sending. !
5. Do not write when you feel anger. First cool down and then draft th |

message.

6. Subject lines should be appropriately written.

7. Use full caps only to emphasize a single word or two. Putting

whole message in caps is considered as rude as shouting.

8. Fir}d out how your recepient’s system works and adapt your message S

to it. Most People would rather get a separate short message on each €

several topics, so that the message can be stored in different mail boxef

9. When you respond to a message, include th - oy
original message and delete the rest. e essential part of t

e
[xd
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