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Definition of Terms


Supplementary Reading
What are the common terms used in E-mail?

http://everythingemail.net, http://everythingemail.com, http://allaboutemail.com

Before you go to the world of emailing try to understand the words commonly used in electronic mail.

Autoresponders (Mailbots): Automated programs that are established to return a prewritten message upon receipt of e-mail. Program will grab the return address from the "header" of the message. Typically, these programs will send out the canned message within seconds of receipt.

Aliasing (redirecting): Using a fictitious address with which to send and receive e-mail. Typically done to avoid having people write to long "real" e-mail addresses or if underlying e-mail address is subject to change. Provides a permanent address to the world.

Bounced Message: A returned, can't deliver e-mail message. 

E-mail Acronyms: When sending off a quick message, these acronyms can help. Don't overuse. 

                           2L8    too late

                           AAMOF    as a matter of fact

                           AFAIK    as far as I know

                           B4N    bye for now

                           BTW    by the way

                           CMIIW    correct me if I'm wrong

                           CUL    see you later

                           FWIW    for what it's worth

                           IAC    in any case

                           IKWUM    I know what you mean

                           IMHO    in my humble opinion

                           IOW    in other words

                           KWIM    know what I mean

                           LOL    laughing out loud

                           NBIF    no basis in fact

                           OTOH    on the other hand

                           ROTFL    rolling on the floor laughing

                           RTFM    read the f…… manual

                           SIG    special interest group

                           TIA    thanks in advance

                           TNX    thanks

                           TTFN    ta ta for now

Emoticons: Also referred to as smileys, these symbols help convey the tone, or emotion of an online message. Examples:                   

Contributed by Johnny Godinho, UCLA Schedule Office: 

     :-) Happy

     :-( Sad

     :-& Tongue-tied

     :-# My lips are sealed

      :-|| Really Angry

     :-(o) Yelling

     :-D Laughter

     ;-) Winking

     :-} Grinning

     8-) Wide-eyed

     :-| Apathetic

     :-o Shocked or Amazed

     :-] Happy Sarcasm or Smirk

     :-[ Sad Sarcasm

     ;-( Feel like Crying

     :'-( Crying

     %-) Happy but Confused

     %-( Sad and Confused

     :-* Kiss

     :-\ Undecided 

     8-o Shocked

     :-/ Skeptical or Perplexed

     :-> Sarcastic Smile

     ;^) Smirking Smile

     X-( Brain Dead

     >:-) Devilish

     O:-) Angelic

     :-P Sticking Tongue out

Encoding: A method of sending binary (non-text files) with e-mail messages. Common encoding options include: Mime, BinHex, UUencode, etc. Sender and receiver must both use the same method. 

Flame: An angry or rude e-mail message, often posted as a public response on a discussion group. If you become the target of a flame, avoid responding or you might incite a flame war. 

Header: The first part of a received e-mail message that contains information about the routing of the message while traversing the Internet. Much of this may not be displayed if the e-mail software program keeps it hidden (usually an option).

IMAP: Internet Message Access Protocol. A method to access and manipulate e-mail that is stored remotely on another computer. Messages do not get transferred to the users computer, making it easier to manage e-mail when accessing from multiple computers.

Lurk: To observe an online discussion without participating. Good idea when first joining a Mailing List.

Mail Bomb: Hundreds or thousands of e-mail messages sent to the same address, sometimes to the central posting address of a discussion group causing an avalanche effect and can bring down a server with the heavy load it causes. 

Mailer Daemon: A Unix program used in the management of e-mail messages. Not generally encountered by a user unless the user gets a bounced message.

Mailing List: A collection of e-mail addresses of people who have asked to receive regular mail discussions on a particular topic, and for which they can sometimes submit messages for disbursement to the entire group.

Mailing List Manager: An automated program to handle the administrative functions of adding/removing subscribers, disseminating the message postings, sending topic related and help files, etc. for the entire Mailing List. Example MLMs include Majordomo, Listserv, 

ListProc, Mailbase, etc.

Moderator: Someone who controls the postings of messages in a Mailing List to ensure conformity with the topic and list policies.

Netiquette: Network Etiquette. Acceptable practices of using various Internet resources. Example: DON'T USE ALL CAPS. IT APPEARS AS IF THE WRITER IS SHOUTING.

POP/POP3: Post Office Protocol. A mail protocol used to service intermittent dial-up connections to the Internet. Mail is held until the user access the account, at which time the mail is transferred to the user's computer.

Postmaster: The person to contact at a particular server/site to get help, or information about that server/site. Also the person to contact to register a complaint about a user's behavior. 

Signature Line: A set of 4 - 8 lines of text placed at the end of a mail message to provide the reader with the author's contact information,  favorite quote, special of the month, autoresponder/web site address, etc. The signature line is composed and placed into the e-mail software's signature file for automatic appending. 

SMTP: Simple Mail Transfer Protocol. The most common protocol used for transferring e-mail across the Internet.

SPAM: To send unsolicited commercial e-mail, usually in large amounts and indiscriminately, to discussion groups or subscriber bases.

Thread: A written conversation on a particular topic in a larger group discussion. 

What is Netiquette?

What is Netiquette? Simply stated, it's network etiquette -- that is, the etiquette of cyberspace. And etiquette means the forms required by good breeding or prescribed by authority to be required in social or official life. In other words, Netiquette is a set of rules for behaving properly online.

When you enter any new culture -- and cyberspace has its own culture -- you're liable to commit a few social blunders. You might offend people without meaning to. Or you might misunderstand what others say and take offense when it's not intended. To make matters worse, something about cyberspace makes it easy to forget that you're interacting with other real people -- not just text on a screen, but live human characters. 

So, partly as a result of forgetting that people online are still real, and partly because they don't know the conventions, well-meaning Internet users, especially new ones, make all kinds of mistakes. 
"Netiquette" is network etiquette, the do's and don'ts of online communication. Netiquette covers both common courtesy online and the informal "rules of the road" of cyberspace. 

The list of core rules below is offered here as a set of general guidelines for online behavior. They won't answer all your Netiquette questions, but they should give you some basic principles to use in solving your own Netiquette dilemmas. 
Rule 1: Remember the Human 

Rule 2: Adhere to the same standards of behavior online that you follow in real life 

Rule 3: Know where you are in cyberspace 

Rule 4: Respect other people's time and bandwidth 

Rule 5: Make yourself look good online 

Rule 6: Share expert knowledge 

Rule 7: Help keep flame wars under control 

Rule 8: Respect other people's privacy

Rule 9: Don't abuse your power

Rule 10: Be forgiving of other people's mistakes

This section is based on Core Rules of Netiquette by Virginia Shea, http://www.albion.com/netiquette
What’s an attachment?

Opening Attachments

Occasionally, someone may send you an attachment on E-mail. An attachment is a file that has been appended to an E-mail message you receive in your Inbox. In Microsoft Mail and Microsoft Exchange, it appears as a small graphic logo in the body of the E-mail. If someone tells you that an E-mail has an attachment and you don't see it, look all the way through the message, since some mailers append the attachment at the very bottom, even below our network message header.

Depending on the file's extension (which in this case is ".txt"), the file will open whatever program is necessary for you to view the attachment's text. In this particular case, your mailer probably opened "Notepad" to view this attachment. If the file ended with ".doc", your mailer would automatically open Microsoft Word for you to view the attachment; ".bmp" would open Paint, ".xls" will open Excel, etc., etc. 

Saving Attachments
So you already know how to view attachments -- How about saving attachments? You may not want to hold onto the E-mail message that brought you a certain attachment, so try saving the file to your hard drive for future reference. Here's what you do: 

Open the E-mail containing the attachment (you can't really practice on the attachment in the section above, since we are not in E-mail now)

Click ONCE on the attachment logo (do NOT open the attachment)

Select File on the main menu toolbar above and from its pop down menu, choose "Save attachment" (if you have Windows 3.1) OR "Save as" (if you have Windows 95/98).

A Dialog box will appear asking you what name you want to use to save the attachment. A suggested name will be highlighted. Unless that name matches an existing file on your hard drive, you can use the suggested name.

Make sure that the open directory listed is the place you want the attachment saved. If you want to save the attachment to your data files, make sure that c:\data1, for example, is the active directory in the "Drives" window (Windows 3.1 users) or "Save in:" window (Windows 95 users).

If you must change the drive (for many of you, the "W" drive will be listed in the Drives window by default), click on the arrow next to the "Drives" or "Save in" window, and you will see a pop-up list of more choices, from which you can choose the C drive for your hard disk or the A drive to save the file on a floppy disk.

Windows 95/98 users ALSO should make sure that the circle next to "Save these attachments only" at the bottom of the dialog box is clicked on.

Click Save, and your attachment will be saved in the directory you just specified.

---end---
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