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Basic Computer Literacy

by Prof. Paula Bernich

This intends to be a guide to provide you with updated terminology in relation to e-mail messages. Instead of giving you a list of items, you will find the items used in context. Though you know all the steps mentioned here – you might not be fully acquainted with the terminology. The actual words that will come in handy have been highlighted in yellow. 

I hope you find this both useful for your course of studies and for enriching your knowledge!

E –mail addresses

Let’s start by reading an e-mail address in English:

secretaria@cibadist.net
`secretaria at cibadist dot net´
This @ is the at sign. The end of the domain name consists of a dot (".") followed by three or more letters (for instance .com or .gov). This part of the domain name indicates the type of organization or it might also indicate the country where the server is located. 

These top-level domains are currently in use:

.com
-For businesses, commercial enterprises

.edu
-For educational institutions and universities 

.gov
-Reserved for United States government agencies 

Difference between an e-mail address and the address of a website, also known as a URL. 

E-mail address

secretaria@cibadist.net
recipient´s e-mail address

Internet domain where the recipient has a mailbox

http://www.cibadist.net

http://

  -Standard method to retrieve a webpage



www.cibadist.net    - Address where the webpage is hosted
If you are interesed in reading the fascinating history of the ubiquitous @ sign, you can read "Where It's At."  Last update: Aug, 2007 http://www.worldwidewords.org/articles/whereat.htm
Retrieved from:  http://www.learnthenet.com/english/html/22email.htm
Punctuation on the net

A good point to keep in mind is that the majority of email and website addresses are in lowercase (as opposed to UPPERCASE). So as a general rule of thumb, type all email and website addresses in lowercase. If an address has both capital and lowercase letters and you type only lowercase, chances are that it will still reach its intended destination. However, it will not always work the other way round - typing capitals when it should all be lowercase can sometimes result in a Failure or Error message. Also remember, NO spaces - all addresses are a longstringofwordswithnospaces. And no fullstops after a website or email address either.

Retrieved from:  http://www.hwy.com.au/help/tutorials.htm
Sending E-mail

Open your e-mail program and launch a new message window by clicking on the appropriate icon; this is usually called New Message, Create Message or New Mail. In the TO box, type the name of the recipient. It should take this form: secretaria@cibadist.net
Make sure you enter the address correctly or the message will return to you as a Failure Message. You can send a message to more than one person by entering multiple addresses. Just put a semicolon (;) between each address. You can also send a copies (CC Carbon Copy) and blind copies (BCCs Blind Carbon Copies) to multiple addresses. 

Then type in the subject of the e-mail. Write your message in the message window. You can also copy text from a word processing program and paste it into the window. Now click on the Send or Send/Receive button. 

Attaching different files

You can send formatted documents, photos, sound and video files as attachments to your e-mail messages. You click on an icon, such as a paper clip, located on the toolbar of the programme. You then select the file you want to attach by locating it on your hard drive or on disk. Once you have selected the file, either its name will appear as part of the e-mail header, or as an icon within the body of your message. Most programmes allow you to attach multiple files. Once the files are attached, click the Send button and off they go.

Sending E-Mail Attachments

All digital files have names, such as "balloon1.jpg." The letters after the "." are known as the file extension and indicate which kind of program can open the file. For instance, you can view a .jpg photo with your web browser and listen to a .mp3 music file with Windows Media Player and iTunes, among others. 

The most common types of files sent over the Net include these: 

	File Type
	Extension
	Opens With...

	Images
	.jpg
.gif
	A web browser

	Music
	.mp3
.mpg
.ra
.wav
.wmf
	Windows Media Player or iTunes
Windows Media Player
RealPlayer
Windows Media Player or iTunes
Windows Media Player 

	Video
	.avi
.mov
.qt
.ram
	Windows Media Player
QuickTime
QuickTime
RealPlayer

	Documents
	.doc
.xls
.pdf
	Word
Excel
Acrobat Reader


Important note

You will be using some of these during the term. For instance, you will be listening to audio files in Lengua y Expresión Oral.

E-Mail Etiquette

Email etiquette refers to a set of dos and don’ts that are recommended by business and communication experts in response to the growing concern that people are not using their email effectively or appropriately.

When we converse, we expect other people to observe certain rules of behaviour. The same is true online. Here are a few pointers to help you communicate more effectively. 

· Clearly summarize the contents of your message in the subject line. Properly titled messages help people organize and prioritize their e-mail. 

· Keep your messages short and focused. 

· Avoid using all capital letters. 

USING ALL CAPS MAKES IT LOOK LIKE YOU'RE SHOUTING! IT'S ALSO MORE DIFFICULT TO READ. 

· As a courtesy to your recipient, include your name at the bottom of the message. 

The message contains your e-mail address (in the header), but the recipient may not know that the return address belongs to you, especially if it is different from your real name. 

· Check Your Spelling

To make sure your message isn't compromised by misspelled words, use your e-mail software's built-in spell checker. 

· Be sure to write an appropriate and specific subject in the subject line so that the recipient knows what to expect. For example: "Lengua Escrita I – Unit1 narrative page 34" instead of "material". By clearly identifying the subject and the material you are sending, you speed up identification and reply. 

Retrived from: http://www.learnthenet.com/english/section/email.html
Recommended on-line glossaries

http://foldoc.org/ Free On-line Dictionary of Computing

http://www-rohan.sdsu.edu/glossary2.html 

Glossary of Academic Information Technology Terms. San Diego State University. 
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