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Chapter 18
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Objectives

0 The students should understand
What is e-mail?
What are the components of an e-mail system?
Types of E-mail Accounts

How to write, send, reply to an e-mail message?
How to send, save and view e-mail attachments.
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What 1s e-mail?

0 E-mail is an electronic version of the postal system
that transmits messages from one computer to
another, usually over the Internet.

0 Ane-mail message Is an electronic document
transmitted over a computer network.

O E-mail is inexpensive, easy to use and fast.

O The computers and software that provide e-mail
services form an e-mail system.
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E-mail System

0 An e-mail server Is a computer which
orovides an electronic mailbox for each
person, sorts incoming messages into these
poxes and routes outgoing mail over the
Internet to other e-mail servers.

o An e-mail server works with your electronic
Inbox and Outbox so that you can send and
receive email as shown in the next figure.
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E-mail System

To the Internet

Figure
18-1

= E-mail server

Outgoing mail

Inbox

Your com puter
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E-mail Accounts and E-mail Addresses

0 To send and receive e-mail, you need an
Internet connection, an e-mail account, and
software to compose e-mail messages.

O Your account has a unique e-mail address.
o Typical format Is user_id@domain.com.
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Types of Accounts

0 Web-based e-mail is accessed using a browser.

0 Popular Web-based e-mail providers include
hotmail.com and yahoo.com.

0 Local e-mail (sometimes called POP mail) stores

your Inbox and Outbox on your computer so you can
compose and read mail offline.

O You access local e-mail using e-mail client
software.
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E-malil Software

0 Microsoft Outlook iIs one of the most popular
e-mail clients.

0 Outlook Express has fewer features and is
Included free with Windows.

0 Lotus Notes and Eudora are also popular.

0 Most e-mail software allows you to send files,
Imbed pictures or sound elements and include
hyperlinks.
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How do | write an e-mail message?

It! I To compose an e-mall message using
. " _ o Sutlock Express, click the Creafe Mail butfon. :
Figure B 2 2 o S e -,;_;;ﬁ
18- |1 create mai Reghy  ReplyAl  Forward Print Delete  SendRecy  Addeesses
E@‘-’auﬂ' E -2 E I
! Fla Edt View Incest Mfer oMg oF maore &-mal
iiéiﬂ ol : el ‘addresses. Use a semi colon
S @ uxd?ﬁ; (=3 X ""’lj i beﬁa*een addresses. ﬂ
T EInbow (1) |, Send Paste Undo  Check Speng  Attach
9 Ot B To:  [bil_niemighotmad.com
S Sent Ttems p—
(3 Delsted It B e 2 If you wanf fo send a copy, enfer
8 Drafts sject: fiip | an address i the Ce: bax. fr—
onkacks ¥ | Arial ) & Enter the subject q;f" fhe message. E
&, Click the Send Hi Bill

butfon fo puf the
complefed message
1 powr Oufhox.

5. Type the fext af the message.

I'm sure looking foreeard to the Tnp this waek end. I'm qoing m't'ryI to finish
up wiork by 4, 501 can get home and pick up my things by 5.

'-' 'QIEH'
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How do | reply to an e-mail message?

: Dﬂ . ¥ b - Dok Express = (B ]I
; i Pl Edt
L It! IR L Mo < T L P i T-:v read e-mail using Cutloolk o
Figure T aqul ool wf Express, double-click any mesiage
18-5 | Craste Ml Reoty il Forware Hsfed 1n fthe Tnbox.
R - ' —
~Inbox_ :
Fobders % | ' @ ¥ From Subict Recetved
&3 Outlook Exprese ol idd Wi Hi 315,/ 2004 940 PM
= 'Eﬂ Lical Folders - ACL5RE00H 335 FM
E Inbow (2
':‘_gl.‘.h.thn:-: . IEI
ﬂgﬁiﬂl“ﬂm —"] Fis Edk View Took Messaon  Heln &
Siarig R T i e s
| the massage, click Iy. Ers
HEW Window. T Romeer = g e
ﬁ*‘“ = From:  Enoor@S25@aes,com
Ao ke : Dabe: , March 15, 2004 9:35 PH
_ﬁEMdD‘{I‘ \'I,i‘haj ] lht € T Mmﬂ'ﬁ' o,
Hubject:  Whats up?
What's the story about ths weekend? Have you heard aoytheng from Bll7
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How do | reply to an e-mail message?

v —
+d start

7. Click the
send buffon fo
place the reply
in youwr Cufbor.

& The original
message appears
near the boffom
aof fhe window.
Suflock Erxpress
fypically marks
each line of the
ariginal messnge
with an "=
symbol
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B B He; What's

i = What's the story about thiz weekend? Have you heard anything from Bill?

|

4. Tour FESPONSE 15 .:mfm:rz.:zfz:c.:ﬂi_}r
addressed fo fhe person who senf the
criginal message.

Fs E® ¥

= X @ G 9w & v
Send Paste  Unda  Check Speling  Altmch |
Bl Ter  [noonid%iSuolcom

e |

SLgact: he.'\hhat':-l.-p?

3. Tppe pour -
H response here.

We're planrang to leave on Friday, I beliewe wre are gong to meet at 5030,
----- Onginal Message <s---

From: =Encond3325@acl com>

Te <meck chunsi@eonw. com=

Sent: Monday, March 15, 2004 %35 PM

Subject: What's up?

£ wr
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ow do | forward an e-mail messa

Do I. To Forward a message
Ie!? 2 wsing Qutlock Express, click
e 2 & [nbox - Qotleok Expres fhe mwe:.i.s.:zgé-‘!’\o select if. i
Figure | Fle Edt Vew Tods  Med i
18-6€ 2 Ciick the I
L Y et < a- ” ""ﬁ = x
Forward buifon, Fephy Al Forward e Dulate
Lo
Fokders wilt g ¥ From Subject

53 Cutlock Express

= 523 Local Folders
B Inbox (1)
4 Duthos (1)
A Sent Toems
@ Delobed Rans
45 Dwafts

S Ball Mie e B

| From: e F To: rack_chaorscch, com
 ? Ewnfer one or more e-mail
‘Addresses in the To! box

Coreacts = 3
LI ey
L Erhwvard Dy Dad you 4

Edit  Wiews (Brsest Forsat  Tooks  Message  Hedp

a D2 .2

Fasto Spealing

%wwv:{ﬂ.:mu-ﬁ

BB To:  [alrgeribhwiz. com
face |
Sabgeck:  [Fes: Report?

£ Iow can frpe your -
oHWR comments hera.
A Oiginal Mleszage -----
From: "Ann HE" <ann klli@heciw com>
: = AL e <muck chuneifMcoiw, com™
S Chek the Send Buffon | Wonday, March 15, 2004 225 P
fo place fHe Mes588€ 11 jhject Report?
Crour Cuthorx j -
‘Did wou gek a copy of the report from Sarah? I was ewpectng a copy
= last week, but haven't received anythang wet

==

= e
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It!
Figure
18-7

| I To use the qddress book in Cuflock BErxpress,
sfart a new message, then click the Th: icon.

Select Recipienis

et Inbod 1l
g“ﬂb Subgeck: | Type name or sskect From kst
Sent
(F Deler [Fee... ]
2. When the address i Mrthye © : i Iescuon TecEinis:
c. book appears, click Hame E-Mad Aiddeas =l Goedon Yy
E&léAnn Ha o hlbEAC ey Coom
j any name in the st = T e
FRIPs Rediosn  plodiere S el P
2. Click the To: buffon.
Fepeaf steps 2 and 2 if
e ¥ou want fo address
S messagels), 3 ureead fh-'a'me.s.s_.:agg fo more

Address

thawn one person,

Book

i
1
ik
T
]
T

B S U A

Bl i a [ ] &=

& Click the OF buffon to
close f:f':e address Bool

5. The name, rather fhan the e-mail
address, appears in the To: box.
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View E-mall
Attachments
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DO - ¥ [nbox - Outlook Express % |
Ii!? Fic Edt Wew Tods Message Help i
Figure | . @ 1. When ypou use Ouﬂodﬁ et I A *
i Craste Msl re Bxpress, the paper clip icons Sandifiscy Akkiaas
18-8 | e imdicate which e-mail MEsEAZES

T

include afachments.

Fekdars == Received

38 Outlontk: Express CIEnoorasIsel.com  Tip 3MVBI004 1141 PR

= 1) Local Falders 1 Meerrd Trip SIUALE004 1245 P
&1 Inbox (1) T ElannHl RE: 25th Doading SNA0 15E P
3 Outbo i EEnoeraSasdunl com P Bles SR 155 P

2. When you apen an e-mail message,
the file names of any affachments are
e ey displaped in fhis box.

& 8 8 = >, @ Q A

Roply  RepicAl Forward Pt Delets  Previcos  Mest | hddvesses
R g e 3. Right-click an affachment

Dates  Thorday, Ma R 3 et
= il ~and then click fhe Open opfion.
ann_ OO LU TR b UL T L
subject:
Aktach: W‘ﬁlﬂi‘l wilFridry. jog (41. 7 KB)

H, Save As...

Just sending along a f B Bed and Breakfast we have reserved

for our neet top. Wh

T Sant Tvems =L Great brig!
(P Detsted lars g & -
B Drafts
| Frome Dans Ta: eroen2Szsa.com; rk_churci com; ba_resnidhotrmal.co. .
| &
CinRmets ¥ )| ke
e Hl b

2L PM

displayped I an applicaftion
‘program, such as Fainf, pou
can click the apph’c.:zﬁ am
program window 5 Close
Buffon when you ‘ve finished
fooling af the affachment.
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Save E-mail
Attachments
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Fily Bt Wiew Took Messge  Help

€ | Tosave an atfachment, @ O w
Riply ﬁ;r 3;‘ ﬂs‘ﬁﬁ.ﬂﬁpk if i Previoss  Mext  Addiesses
m -'I'I‘;.l;du'r Ihanch 18; 2004 2:00 P

Ta: enooniSs Baol. com rick,_chungipccivr.com | bll_resmsshotmal. comg
ann hﬁ ; Fiockburb@comecast net
w —_—
o Altach: w -'Iﬂw_wﬁu_?:nj
Open I

Save As opfion.
Ty || U5t sendng
:%Patnu-cl'&n for our e gy Savaic | () by Do i
Frisands L ooument o
L - [ My e i
] D Brpee Wﬁ :
MyRecent UMy Webs - .
9 mecssagels), 1 unread Documents 3] dweard. doc ﬂffﬂr;: ?ﬂ:ﬁﬁ‘!?
V2 sta) - | XiBoating g _
EB ) Rassics doc
chtop | Chents.mdb
L ﬂjmmm
) Cngze, doc
ha'_ql-lrstwr.dnc
“‘Iir{nm - S o T
e - i m?m ».Eﬁ?lﬁiﬁf'ﬁg&m*& dfon.
il :'-'mcm.dpc A
: Winkers.doc
FUATR fCining. ool -
& Ink Sarve &t byps: | Aitachemend [*°) ~
- Subject: :
i) ._,. Attach: Eé_jl:kng.pgﬂmm:l W.:z 2
5 Coafrds i .
Hi, Save A
= Sfm Al ‘&
(e 1l _
CFiGordon Yu Just sending aleng a few phatos of the Be we hawve reserved
CIPat Radiern for our nest tnp. What do you thank? :
S < 5 I'ﬁl!ﬁcm zaf ﬂ'r:g.s
| e ot o ,eﬂnﬁiﬁiﬁéa?ama;&
? message(s), 1 wread a 5 e

WA Inbo - Ouotiook Evper...



Do ¥ nbos: - Qoo Express 7% |
It! | ' ®
Figure s N5 Boating buddy E‘E"E: 2]
'IBg_-ID i Fle Edt wiew WOOTSS Fomat  Took  Message ch - F
] = W, 5" 3 Click Dasert, '
: ¥ E = et from Lo
. Bhen pou use Outiook Send b, i then click the File
: E_xpre 55 f,_-j SEHd a mgssﬂgg_ .ohErn'as:- 1 7o m Morizontal Line «ﬂffﬂﬁ'hmanf 'C_‘:.E'ﬁ@]@.
with an affachment, first el Foldars ; &
creafe a new mes mge and ;m‘}’” B8l
address it as wsual. B Subpect:  [Bosting bu
{7 Deloted Rems] | aria w0 = 5, B J ODA SIS ES
2. The fext of your & Erafts |. —
mess age should Thawght you might enjar & phata of my boating buddy. <)
Corkats ~ |
contain a brief T
explanation abowt | Jiesaaoy Insert Attachment
the attachment. ﬁ‘::':";’":m Lok in. | () My Documents e e e
- I Blckertsmch  Bispeech.ppt
e n -I I Ial Sty penres. Scontents i = vacation. dc
e | My Wk B Cruise. dese Q“I.h:ﬂg.;-.qg(_ S
& message(s), 4 e v i ﬁ‘f‘.‘i“’f’.‘“ 4 Sttt ny

" start Boos.doc you want fo affach.

Attachments

i Honting buddy
Flo  Edkt  VWiew [roerk Formal  Tools  Message  Help

= X & B 9w & v

wd fhie i Doy i B 5 Click the
B To: fstan_winterd@oow.com ﬂﬁﬂﬂhb&ﬁ@ﬁ
@ | 6. Oufiook Express
Sbct: Mosrgbuddy displays the name of the
dipacht | 4] Boskng.ip (45,8 K8 affachment ; i this box.
sl .._..:-.-E,n!uﬁ. = =ifif E X
Thowsght you might engoy a photo of my boating buddy. ;-)
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¥ Inbox - Outlook Express

Aorf e- mail messages by clicking fhe: 2

3 fitle of the column you wish to sorf by, >
Folders allow you fo organize =
Figure | e-mail messages. Ouflook i T x - A ‘.
e i Sl | :ﬁi‘, = "..:'|,-:i M -
18-11 | Express includes five defauit .
'fﬂi.:ierls. Iou cam also creafe o fuk Do Sy i R
| custom folders. t |
g‘]ﬂm ' @ ¥ From subject  Received
- Sl Outhe ok Express 1 & pana FW: Bikes 3/15/2004 10:25 P4
O rg an I Ze = 'ﬁa Local Fokders ¥ el e Hi 3/15/2004 9:40 PM
; & Inbox (1) (R Enocn2525@aal, com What's up? 3{15/2004 9:35 FM
E -Mmal I ) Dutbox (1] Repcet? 31562004 2:25PM | |
2 Sent Ttems (=) EnoonZ525@aal.com Tr
PR . Click Find fo search messages for
M essa.g es g E‘Tm EaE et spejsﬁc* fexf or fo find all messages
Fram: Ann Hl Ta: rick_churgy 1701 a particular sendzr.
T Subject: Report?
(Bane Hil ; ; =
“PEdward Day Did you get a copy of the report from Sarah? I was expectng a copy
[ PiGordon Yu last week, but haven't recewed anything yet.
[ BiPat Redfern
5mm-;e{s;|, 1 urvead B wiorking Onidne
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E-mail Signatures

0o An e-mail signature iIs a block of text or
graphics automatically added to the end of
every e-mail message you send.

PYPO0O02 Intro.to Computer Science Working with E-mail 18



Summary

o We discussed
1. What is e-mail?
2. E-malil System Components
3. Types of E-malil Accounts
4. E-mail messages
5. E-mail attachments.
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