WENT 2000 – TRACK 2 – WORKING ONLINE

Introduction
3-a. Using Email


Using Email: An Introduction 

What is Electronic Mail?
Without a doubt, electronic mail is the most widely-used Internet service. Practically every computer system supports email. No matter what kind of PC you are using, if it is on the Internet, you can send and receive email.

Electronic mail is the collective term used to describe the tool which allows one computer user to send a message to one or more other computer users over a computer network in a digital form. Email can be sent to members of an organisation through their internal computer network or they can be sent to anyone in the world by using the network of computer networks that make up the Internet.

Email is very similar to the traditional postal mail system which consists of post boxes, post offices, envelopes and addresses. The difference is that instead of your local or national post office delivering your messages around the globe for you, electronic messages are sent to other computer users via a private computer network or through the Internet. This way electronic mail gets sent faster, and at a lower cost than traditional postal mails. 

Just like in traditional post, an email user can send and receive documents, graphics, audio, software or anything else that can be converted into a digital form attached to an email message. 

How does Email Work?
For messages to be sent through a computer network, your message needs to be converted into a digital form and forwarded to a computer that acts as a mail server or post office. Mail servers are computers that are connected to other servers through a network. They sort and direct mails to other mail servers, which also sort and direct mails to the end users. 

A network can be internal (a stand-alone network) in which case user of such a network can only send email to other users on that network. If the mail server you're using is connected to the Internet, then you can also send email messages to any other computer user that is connected to the Internet anywhere in the world. 

This mail server can be within your organisation or with an Internet Service Provider. You connect to a mail server by logging into your email account. When you send your email message, the mail server decides whether the message is to be passed on to a user on its immediate network or it will pass it onto another mail server on another network closest to it through these combination of networks. Each mail server keeps passing it on until it reaches its intended destination. This process is called 'store' and 'forward' system: storing your message at various points on the path to its receiver, waiting for the link to be free for it to forward your message on the next part of its journey.

Digital data sent through the computer networks are broken up and follow different paths to gets to its destination. At the post office or mail server of the end-destination, these different pieces of data meet up and reassemble themselves. Email mail stays at the post office until the recipient decides to collect it, which is done by logging into their email account. 

The Postal System Analogy: How does Email Work (more or less)

The way email works is analogous to the way traditional postal system works. In the traditional postal system you have the mail, the post office, the postman and the rules and guidelines that define how the post office and its works are suppose to deal with your mail. 

Say you want to write to your friend who lives in Africa. Your mail is first taken to the nearest post office which then sends it off to the post office nearest your friend. In most cases, there will be a postman who will take your mail and carry it to your post office. In the post office nearest where your friend in Africa lives, another postman will deliver your mail to your friend.

In electronic mail, the equivalent -- more or less -- of the mail, the post office, the postman and the rules/guidelines would be: the mail user agent (a.k.a. MUA, mailer, email software, email client), the mail transport agent (a.k.a. MTA), and the mail transport protocol. 

The mail user agent provides the interface for displaying mail, writing new messages and filing messages. Examples of mail user agents are Eudora, Outlook, Netscape Messenger, Pegasus Mail. Usually they are installed on a PC. Usually running on a Windows OS. 

The mail transport agent routes mail from one user to another, whether locally (that is,  inside one machine that can be used simultaneously by many people) or across systems (that is, across many different kinds of computers). Mail transport agents are programs running on machines called mail servers. Often these machines are running on a non-Windows OS. Usually Linux, Unix, or some other variations of operating systems that can allow many people to use one single machine simultaneously.  The mail transport agent is like a post office since it is the one that sorts (deciding which mails are bound for the same destination), stamps (when and where the mail was received, who or which machine did the forwarding and when and whereto), and forwards (to either other post offices or to end-recipient).

A mail transport protocol is a set of rules that specify how mails will be sorted and routed. There are various kinds of mail transport protocols. Examples of these are UUCP (Unix to Unix Copy) and SMTP (Simple Mail Transport Protocol).

The mail user agent relies on the mail transport agent to get the mails sorted out and delivered. The mail transport agent, on the other hand, uses a mail transport protocol to provide the medium for mail transfer.

Can you guess which is the postman in the world of email?

What Do You Need to Use Email?
Email Software

One of the most popular email software is Eudora. Other popular softwares are Microsoft Outloook, Netscape Messenger, Pegasus Mail. 
There are three types of email softwares in terms of their license: freeware, shareware, commercial. Some commercial softwares have free or lite versions, like Eudora. Others like Microsoft Outlook come bundled when you buy a new PC or are bundled with another software product, e.g. Netscape Messenger. Softwares also differ in terms of their interface, their functionality, their system requirement and their accessibility (prize). But no matter which software one chooses, the basic function of the software is the same: to allow computer users to compose, send and receive email messages to and from other computer users. 

Email Account

Usually to become an email user one needs to have an email account set up for you by an Internet Service Provider or your organisation. This would normally occur automatically when you get

your Internet connection. When you get your account you will be given an email address, a Username and a password which you would use to access your email. 

You can also obtain free email accounts through certain web sites on the Internet. You check your mail through your web browser by looking at a web page, typing in your name and password. These types of services are not as secure as having your own email software on your own computer. It ca also be slower. But they are “free” and provide additional services such as receiving regular news from other sites. 

There are also emails that run through networks that are not directly connected to the Internet, like FIDONet, BBS, UUCP, etc. One will also need an email account to access email from networks such as these. The main difference, however, is the ease-of-use on the part of the end-users. With “older” networks, it is sometimes difficult to open large documents and non-text files
Email Address

Each email user is given an email address which distinguishes them from each other. An email address is the equivalent of your name and your street or business address. Each email address is unique. It is comprised of your Username or User ID, plus the domain name of the computer through which you normally gain access to the Internet with an @ symbol in-between. Your Username doesn't necessarily have to be your real name; it can be a variation or any name of your choosing. 

A domain name is the Internet address of a computer. All computers connected to the Internet have a domain name. Your computer itself may not have a domain name but your ISP’s computer to which you connect to get on the Internet has a domain name. By having a domain name all computers on the Internet are able to locate each other and forward messages and requests.

Standard naming rules are used for domain names which show the type of organisations and country the people have Internet accounts with, and because of this you can remember email addresses as well as web site addresses with greater ease. You can also work out where a person comes from by looking at the email address. 

For example, in the domain name isiswomen.org the name of the organization is ISISWOMEN and the type of organization is non-profit (ORG). Some domain names, like WIRC.MN, CODEWAN.COM.PH, or VSNL.NET.IN use two-letter country codes, such as MN, PH, AU.
For example, if you received an email message from pi@whips.org.ph, you could tell from the domain name that this message came from the Philippines (PH) from a non-profit organisation (ORG) named WHIPS (Women with Hips). 
In some cases email addresses do not include a country code. This is often the case with email addresses of users from the United States, although this is also becoming more common in other

countries.

Standard Naming Rules: 
Name
Description

.com
Commercial Organisations

.org
Non-profit organisations

.edu
Educational Institutions

.net
Networks

.gov
Non-military government organisations

.mil
Military government organisations

.int
International organisations

Hardware

To use email you will need a PC which is connected to the network. Network connection can be through a variety of ways: modem and telephone line, network interface card, radio modem, satellite dish. Regular network users usually connect to the networks using a modem and telephone line.

As mentioned before most PCs are capable of being connected to a network. Nowadays, however, if one wants to be connected to the Internet via an ISP, and to use an email software with graphical user interface, the minimum system requirements would be: 

100 mhz processing speed
32 MB RAM

750 MB Hard disk space

And of course you will need a modem. Modem stands for “modulator/demodulator.” What is does basically is to convert data your sending out from digital to analog and then from analog to digital data that your are receiving through the phone lines.
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