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Instructor's Notes

Tutorial Approach

In this tutorial, your students learn all about e-mail and how it works. They learn how to configure and use a popular e-mail program and a popular Web-based e-mail service. This lesson also covers sending and receiving e-mail messages. The students learn how to print an e-mail message. They learn how to forward and reply to e-mail messages. This lesson shows how to create folders for saving e-mail messages. The students learn how to file and delete e-mail messages and folders. This tutorial also covers the creation and maintenance of an electronic address book.

In the first session of this tutorial, students learn what e-mail is, how it travels to its destination, and the parts of a typical e-mail message. They learn about signature files and how to use them. Students also learn how to use an e-mail program to send, receive, print, delete, file, forward, reply to, and respond to e-mail messages. Finally, this session covers how to use an electronic address book to store and manage e-mail addresses.

In the second session of this tutorial, students learn how to use Microsoft Outlook Express to send and receive e-mail. They use this e-mail program to print, file, save, delete, respond to, and forward e-mail messages. They also learn how to view and save a file attached to an e-mail message. Finally, students learn how to organize e-mail addresses in an Outlook address book.

The third session covers the use of Hotmail to send and receive e-mail. Your students learn how to use Hotmail to print, file, save, delete, respond to, and forward e-mail messages. They learn how to view and save a file attached to an e-mail message. They learn how to organize e-mail addresses in a Hotmail address book.

Lecture Notes

What is E-Mail and How Does It Work?

Students will most likely be familiar with electronic mail. E-mail is one of the most popular forms of business communication. It has the advantage of being fast and inexpensive, and it can be sent and received at any time. 
Discuss with the class how e-mail messages travel over the Internet. Remind them that like other Internet communication, e-mail messages are divided into small packets that are reassembled at the destination and delivered to the recipient. 
Explain to your students that e-mail is sent to a mail server which holds the mail until their mail client software, or e-mail program, requests delivery. Familiarize them with the different protocols used on the Internet including SMTP, POP, IMAP and MIME.

Discuss the components of an e-mail address.

Quick Quiz
1. True or False: The e-mail protocol SMTP (Simple Mail Transfer Protocol) governs outgoing e-mail; incoming mail is governed by the protocols called POP (Post Office Protocol) and IMAP (Internet Message Access Protocol).


2. The software that requests mail delivery to your PC is known as:

a. MIME

b. Mail client software

c. E-mail server software


3. The part of an e-mail address that specifies the computer on which mail for that user is stored is known as the _________________________.
Answers: True, b, host computer.
Classroom Activity
Ask students to volunteer their e-mail addresses and analyze the parts. If they don’t want to give out their user names, ask them to offer slightly modified versions. How many different host names are represented in the classroom? If most students use an e-mail address provided by the school, discuss the restrictions the school places on e-mail addresses. Were students able to choose their own user name, or did the school provide one when they enrolled?

Common Features of an E-Mail Message

Introduce your students to the common features of e-mail: the message header and the message body. Show them how to fill out the To line, the From line, and the Subject line. Be sure to stress that e-mail will be returned if the address is not typed correctly, or that it might be directed to a user with that user name. Remember to explain the difference between a carbon (courtesy) copy and a blind carbon copy.
Discuss attachments with your students, and how they can attach a file to an e-mail. Your students should learn that attached files can be viewed or saved. Warn them that viruses often arrive in the form of attachments, and discuss the appropriate cautions they should take when opening attachments.

Discuss netiquette, and review the need for common sense when writing e-mail messages. Explain to students that e-mail lends itself to some informality, but they should always be aware of who their recipient is and the context of the message; for example, a message sent to a peer can be more informal than a message sent to a supervisor. Remind students that recipients can forward messages to whomever they please; stress that students should not use e-mail to express opinions that they wouldn’t want broadcasted to others.

Explain how to use signature files and encourage students to use them. It’s especially useful to include a phone number in your signature file.
Quick Quiz
1. True or False: E-mail messages with large numbers of attached files (or with attachments that are large, such as video files) may be rejected by the recipient’s ISP.


2. Which of the following is not found in the message header?

a. Attachment line
b. Date

c. Bcc line


3. A group of keyboard characters that resemble a human expression is known as a(n) ___________.

Answers: True, b, emoticon. 

Classroom Activity
Discuss netiquette. Ask students how careful they are when communicating via e-mail about their grammar, punctuation and writing style. Do students use acronyms in their messages? List any others that don’t appear in the tutorial. Are they useful? Do they ever go out of fashion? 
Common Features of an E-Mail Program
E-mail programs all provide the same set of features: the ability to send, receive, store, print, file, forward, reply to and delete messages.

Explain about message queuing, and that Web-based e-mail services don’t provide this feature. Explain how to use the Drafts folder.
Make sure students understand the path e-mail takes from their PC to the recipient’s PC. If necessary, draw a diagram that includes the sender and recipient, and the sender’s and the recipient’s mail servers. Talk about what happens to mail once it has been delivered; in most cases the recipient’s mail server deletes it, but some servers provide mail storage options.

Tell your students that most e-mail services let you create separate mailboxes or folders in which to store related messages. The e-mail may be filtered automatically or manually. Tell students that some ISPs provide automatic mail filtering. If you sign up for this service, the ISP automatically filters any mail that looks like junk mail into a folder that is retained on the mail server. You don’t even receive the mail, but can usually access it by logging into the ISP’s Web site.
In class, discuss the concept of forwarding a message. Explain that the quoted message at the bottom of a forwarded message is usually a copy of the sender’s original message.

Deleting a message is a two-step process in most e-mail programs. Students should understand that the e-mail is not permanently deleted until they empty the folder that contains the deleted items.

Maintaining an Address Book

Tell students that the address book is a helpful means of saving addresses and nicknames. The group feature can save time when sending the same message to multiple recipients.

E-Mail Programs

Tell your students about the different e-mail programs available to them. Some popular e-mail programs worth mentioning are Microsoft Outlook Express, Thunderbird, Opera M2, and Eudora. Students will encounter various e-mail programs in their personal and professional life, so they should learn how to use different programs.

Several Web sites provide free e-mail service that can be accessed through any Web browser. Students should familiarize themselves with these Web-based e-mail services such as Hotmail, Gmail, and Yahoo!Mail, and understand that these companies can provide free e-mail by advertising on their sites. Also, let the students know that a possible drawback of using a Web-site e-mail provider is that the provider might limit mailbox size, although this is less of a concern since Gmail entered the market.

Mozilla Thunderbird, in addition to standard e-mail client features such as an address book, and folder support, provides sophisticated junk mail handling, and a search feature that lets you search for messages according to specific criteria. It also supports RSS, which makes it easy to subscribe to online news services.

The section also discusses M2. Once you’ve downloaded the M2 e-mail client, you access it from within the Opera browser, via the mail tab. On page 16 is a screen shot of the M2 mail tab.

Gmail is a new offering from Google. It competes with other Web-based e-mail services such as Hotmail and Yahoo mail. It provides a gigabyte of free storage space. Discuss with the class the possible security concerns regarding Google’s backup services -- backed up messages may be stored indefinitely, even if the user has deleted the messages from his or her account.

Quick Quiz
1. True or False: When you forward a message to someone, a notification is sent to the original message’s author, letting him or her know that the message has been forwarded.


2. A(n) ________________ message is a message that is stored and sent when you exit from the e-mail client.
a. queued

b. saved

c. copied


3. A(n) ________________ moves incoming mail into a folder based on the content of the message.
Answers: False, a, filter.
Classroom Activity
Compare and contrast where received e-mail messages are stored in Web-based e-mail services vs. PC-based e-mail clients such as Outlook Express. Ask students to help you draw a diagram on the board or a flip chart that shows where the files are stored. Stress that when students use an e-mail client such as Outlook Express or Netscape Mail, the messages they have received (and have not deleted) are stored on their own PCs, unless they delete them. However, if they use only a Web-based e-mail account such as Hotmail, their mail is stored on the Hotmail server. If Hotmail’s server went down tomorrow, their mail would disappear with it. Ask students how they feel about this. Do any students in your class use a Web-based e-mail account as their only account? If so, do they usually delete all their messages, or do they store some on the server? Now that they understand where messages are stored, might they change to an e-mail client such as Outlook Express?
Web Logs

Discuss Web blogs (blogs) with the class. Encourage students to use caution when reading blogs, and remember that, unlike the print news media, which is subject to standards of ethics and codes of conduct, blog authors can (and do) say anything they want, without having to reveal sources, or provide proof of their claims. Bloggers are often simply expressing their personal opinions, and don’t need to practice fair and balanced reporting.

Some students may have blogs of their own, or know other people who do. Remind students that people have been fired from their jobs for things they’ve written in their blogs; this kind of writing is not always as anonymous as you might think, and writers who reveal unflattering information about their workplace, co-workers, or university administration might find themselves in trouble.

“You’ve Got Spam!”

Review spam avoidance, as discussed on page 99. Users can minimize their spam by having multiple e-mail accounts, and by controlling the availability of their addresses. Other spam-squashing movements include legislation to increase the penalties for spammers.

Microsoft Outlook Express

Microsoft Outlook Express is an e-mail client program that is installed with Internet Explorer. In class, familiarize students with the wide range of features it offers to send and receive e-mail. Encourage those students who have Microsoft Outlook Express installed on their personal computers to use it to run the lesson in this tutorial.
The students should familiarize themselves with the Inbox window and its four panes: the Folders list, the Contacts list, the message list, and the preview pane. 
Configuring E-Mail

Follow the directions on pages 102-104 to show students how to set up an e-mail account on Outlook Express. Remind them that in order to configure Outlook Express, they must know the names of their incoming and outgoing mail servers. 
Sending a Message Using Outlook Express

Teach the students how to send an e-mail using Outlook Express, including how to e-mail multiple recipients and how to attach a file. They should understand that they can either send the message immediately or queue it in the Outbox until they click the Send/Recv button. They can change the default settings by clicking Options on the Tools menu, and then clicking the Send tab.

Receiving and Reading a Message

Point out to students that they must click the Send/Recv button on the toolbar to get their messages. Show students the closed and open envelope icons that Outlook Express uses to indicate whether a message has been read or not. The paperclip icon indicates if a file is attached to the message. Explain the options for dealing with an attached file and make sure they understand that when a message is deleted, the attachment is also deleted. 
Quick Quiz
1. True or False: In Outlook Express, queued messages are stored in the Outbox Folder.

2. Which of the following icons next to a message in the message list indicates that the message has not yet been replied to?

a. Open envelope

b. Closed envelope

c. Question mark


3. The pane in the Outbox window labeled ________________ shows information about the addresses in your address book; this area can be hidden.
Answers: True, b, Contacts

Classroom Activity
Do your students save all their e-mail messages? Many people do. Why? Sometimes, for example, messages relate to a project at work, and saving your e-mail messages is a good way to track the status of the project. But sometimes it can be hard to find messages that you may have received weeks or months ago, especially if you only remember who the message was from, or a bit of what it might have been about. If you have a computer with a projection device in your classroom, demonstrate the Find message feature of Outlook Express. Make sure you have an Inbox that contains several messages. Show how to search the message header, and the message contents.
Viewing and Saving an Attached File

Explain to students that they can open an attachment, view it, and then save it, or they can save it before viewing it. Remind them again not to open an attachment from someone they don’t know, and even if they do recognize the sender’s name, to make sure the message and filename of the attachment make sense.
Replying to and Forwarding Messages

Show students how they can respond to the sender of a message quickly by simply replying to the message. They should also know that messages can be forwarded to one or more recipients. They can reply to just one sender or use the Reply All button to reply to the sender and other people who received the original message. Outlook Express automatically opens a new “Re:” message window and fills in the sender’s address in the To box. Outlook Express will copy the original message and place it in the response window. When a message is forwarded, Outlook Express will open the “Fw:” window and the address can be typed in the To box.

Filing and Printing an E-Mail Message

Outlook Express mail folders can be used to file e-mail messages by category. Familiarize your students with the filing options of Outlook Express and explain how to print a message using the Print button and the Print command on the File menu.

Deleting an E-Mail Message and Folder

Explain to students how to delete messages. Make them aware that they can delete multiple messages using the Ctrl key. Remind them that they should always empty the Deleted Items folder if they are using a public PC.

Maintaining an Address Book

Let your students know how to use the Address Book feature of Outlook Express, including how to add contacts to the Address Book, and how to create a group of contacts.

Quick Quiz
1. True or False: When you reply to a message, a copy of the sender’s original message is included in your reply.

2. When you delete a message, you are really moving it to the ________________ folder.
a. Remove

b. Recycle

c. Deleted items

3. When you type the first few letters of a recipient’s _____________ in the To: field, Outlook Express completes the entry for you.

Answers: True, c, nickname or first name.
Classroom Activity
Do students use the Address Book feature of Outlook Express? Do they use the mailing list feature that lets them create a group of contacts? If you have a computer with a projection device and Outlook Express, create a group made up of several of your students. If necessary, follow the tutorial in the text on in Figure 3-21 to review the steps for creating a group. 
Demonstrate how to use the Bcc feature to hide the addresses of everyone you send the message to; this is useful when you want to include someone in a group who may not want his or her e-mail address released to others in the group. One way to do this is to send the message to yourself, and include the group name in the Bcc field.
Hotmail

Hotmail is a Web-based e-mail service powered by MSN.com. Explain to your students that Web-based e-mail is a free service because it is supported by the advertising allowed at the site. Students can access Hotmail using a Web browser and an existing Internet connection.

Creating a Hotmail Account

In class, walk through a Hotmail account setup with students following the steps on pages 120-125 of the textbook. Explain to your students how to create a sign-in name. (Note that the Hotmail registration procedures have changed somewhat frequently in the past and the steps in the text might need to be modified.) 
Discuss the advantages of a Web-based e-mail account, especially for people who travel. Remind them that they can check their Web-based e-mail from any computer that is connected to the Internet, such as those in public libraries, hospital waiting rooms and cyber cafes.

Remind students that they must check their e-mail regularly in a Web-based e-mail account or the account may become inactive. Hotmail accounts become inactive after 30 days of no activities; other Webmail services have different guidelines.

Use Figure 2-44 to review the Hotmail Inbox page. Make sure students are familiar with the Today tab and the Calendar tab, and briefly explain those features.

Sending a Message Using Hotmail

Show students how to send a new message. Figure 2-45 shows the New Message page. 
Receiving and Reading a Message

Hotmail uses closed envelope icons to indicate unopened mail and open envelope icons for opened mail. The Attachment line indicates is a file is attached to the message. Make sure students know how to view and save attachments.

Viewing and Saving an Attached File

As in e-mail programs, students can open an attachment, view it, and then save it, or they can save it before viewing it. Remind them again not to open an attachment from someone they don’t know, and even if they do recognize the sender’s name, to make sure the message and filename of the attachment make sense. Make sure students understand that unlike e-mail messages, they must actually download the attachment to their computer from the server before they can view it or save it.

Replying to and Forwarding Messages

Review with students how to reply to e-mail using Hotmail. They can reply to the sender by clicking the Reply button or to the sender and anyone else who received the original message by clicking the Reply All button. Hotmail open a new message page with “RE:” in front of the original subject and the sender’s address in the To box. Hotmail uses a > (greater than) symbol to the left of the response to indicate the text of the original message in a reply message. Students should also know how to forward mail using this account. When a message is forwarded, Hotmail places “FW:” in front of the original subject and places a > (greater than) symbol to the left of the response to indicate the text of the original message.
Filing and Printing an E-Mail Message

Walk your students through creating a new folder in Hotmail. Explain how to transfer messages to folders and how to print messages.

Deleting an E-Mail Message and Folder

Hotmail uses a Trash Can folder to hold deleted mail. Students should know how to permanently delete mail by deleting the contents of the Trash Can folder. Remind them that they should always empty the Trash Can folder if they are using a public PC.
Maintaining an Address Book

Demonstrate how to open the Hotmail address book by clicking the Contacts tab. Show students how to add contacts to the Contacts tab. Hotmail can be used to create a group of contacts also. Show students how to create a group and how to address a message to a group.

Students should know how to log off Hotmail and close the browser. It is important to log off before closing the browser to ensure the security of the e-mail and to prevent unauthorized access.

Quick Quiz
1. True or False: You can access your Hotmail from anywhere in the world as long as you have Internet access.

2. Hotmail is provided by:
a. Yahoo!
b. MSN.com
c. Google


3. In Hotmail, the folder that contains your deleted messages is called the ______________ folder.
Answers: True, b, Trash Can.
Classroom Activity
It’s not easy to come up with a unique user name in Hotmail or other Web-based e-mail systems, because so many people use them. Remember that these sites are accessible from all over the world. If you have a common name and want to use it as a Hotmail user name, chances are good that someone else may have reserved the name first. In this case you must add numbers to your name to make it unique. It’s even harder to create user names that are creative or funny, without having to resort to adding random numbers to them. Hotmail must have countless users with names such as cutechick2006 or hansolorules. Ask students who have Hotmail or other Web-based e-mail accounts to share their experience choosing a user name. Did anyone get his or her first choice of a name?
Tutorial Discussion Questions

1. Have your class compare the process of setting up an e-mail account among the three services discussed in this chapter. What steps did the services have in common? How were they different?
2. Ask students what they know about e-mail fraud. Do they know that anyone can set up a Hotmail account claiming to be someone else? Can students envision situations where they could be the victim of e-mail fraud? How about if a disgruntled man set up an account in the name of his boss, and then used it to send harassing or inappropriate messages to his coworkers? How can students protect themselves against situations like this, and other forms of e-mail fraud?
Key Terms

	Term
	Definition

	address book
	The collection of e-mail addresses maintained by an e-mail program. 

	aggregator
	A program that lets you read newsfeed content. 

	attachment
	A file encoded so that it can be carried over the Internet safely with an e-mail message. 

	blind courtesy copy (Bcc)
	The copy of an e-mail message sent to a recipient without that recipient’s address appearing in the message so that the message’s other recipients are unaware that the Bcc recipient received the message. 

	blog
	A Web site that contains commentary on current events written by an individual; also called Web log; Weblog.

	bulk mail
	See junk mail.

	courtesy copy (Cc)
	An e-mail message sent to other people in addition to the primary recipient(s). 

	detaching
	The process of saving an e-mail attachment to a file location. 

	electronic mail
	See e-mail.

	e-mail
	The transmission of messages over communications networks, such as the Internet. 

	e-mail address
	A unique identifier consisting of a user name and a host name that represents an individual’s or organization’s e-mail account on a specific Web server. 

	e-mail program
	See mail client software.

	emoticon
	A text-based symbol used in e-mail and chat rooms to convey humor or emotion. 

	filter
	A feature in an e-mail program that examines the content of an e-mail message and then moves that e-mail message into a designated folder based on criteria defined by the user. 

	forward
	The process of sending a copy of a previously sent or received e-mail message to another recipient. 

	From line
	That part of an e-mail message header containing the e-mail address of a message’s sender. 

	Gmail
	A Web-based e-mail service powered by Google that is used to send and receive e-mail messages. 

	group
	An address book entry consisting of two or more e-mail addresses. 

	host computer
	A computer connected to the Internet on which users have accounts that are identified by user names; also called host name.

	host name
	See host computer.

	IMAP (Internet Message Access Protocol)
	A protocol for retrieving e-mail messages from a mail server. 

	junk mail
	Unsolicited e-mail messages sent to large numbers of people to promote products, services, and in some cases, illegal or illicit items or services; also called spam; bulk mail; unsolicited commercial e-mail.

	kilobyte (KB)
	A unit of measure for file sizes; it is 1,024 bytes (8,192 bits). 

	mail client software
	An e-mail program that requests mail delivery from a mail server to the user’s computer; also called e-mail program.

	mail server
	A hardware and software system that determines from the recipient’s e-mail address one of several electronic routes on which to send the message. 

	message body
	The content of an e-mail message. 

	message header
	The part of an e-mail message containing information about the message’s sender, recipient(s), and subject. 

	MIME (Multipurpose Internet Mail Extensions)
	A protocol specifying how to encode nontext data, such as graphics and sound, so you can send it over the Internet. 

	netiquette
	The set of commonly accepted rules that represent proper behavior on the Internet. 

	nickname
	An abbreviated name, such as “Mom,” that represents an e-mail address in an address book for an e-mail program. 

	Opera M2
	An integrated e-mail client program that is part of the Opera Web browser. 

	POP (Post Office Protocol)
	One of the Internet defined procedures that handles incoming e-mail messages. POP is a standard, extensively used protocol that is part of the Internet suite of recognized protocols. 

	protocol
	A collection of rules for formatting, ordering, and error-checking data sent across a network. 

	queue
	A file location in an e-mail client in which messages are temporarily stored prior to being sent. 

	quoted message
	That portion of the body of a sender’s original message that you include in a reply to the sender. 

	reply
	An e-mail message sent in response to a previously received e-mail message. 

	Saved Search folder
	A mail folder in Thunderbird that, when clicked, searches every folder and message for matches using criteria that you specify. 

	signature
	One or more lines in an e-mail message that provide more detailed information about the sender (such as his or her name, address, and phone number). 

	SMTP (Simple Mail Transfer Protocol)
	One of the Internet-defined protocols that determines which path an e-mail message takes on the Internet. 

	spam
	See junk mail.

	Subject line
	That part of an e-mail message header that gives a brief summary of the message’s content and purpose. 

	To line
	That part of an e-mail message header containing the message recipient’s full e-mail address. 

	unsolicited commercial e-mail (UCE)
	See junk mail.

	user name
	A unique name that identifies an account on a server. 

	virus
	A malicious program that causes harm to a computer’s disk or files. 

	Web log
	See blog.


	Outlook Express
	Definition

	Contacts list
	Contains the e-mail addresses in an Outlook Express address book. 

	Deleted Items folder
	The folder in Outlook Express that temporarily stores deleted e-mail messages until you permanently delete them. 

	Drafts folder
	Stores e-mail messages that have been written, but that have not yet been sent. 

	Folders list
	A list of folders in Outlook Express for receiving, saving, and deleting e-mail messages. 

	Inbox folder
	The folder in which e-mail messages received from the mail server are stored. 

	message list
	A list of summary information for each e-mail message in the currently selected folder in Outlook Express. 

	Microsoft Outlook Express
	An e-mail client program. 

	Outbox folder
	The folder in Outlook Express that stores outgoing e-mail messages that have not been sent. 

	Outlook Express
	See Microsoft Outlook Express 

	preview pane
	The area that appears below the message list in Outlook Express and displays the content of the selected e-mail message in the message list. 

	Sent Items folder
	The folder in Outlook Express that stores copies of sent e-mail messages. 


	Hotmail
	Definition

	Calendar tab
	A Web page in Hotmail that contains options for organizing your scheduled appointments and daily calendar. 

	Contacts tab
	A Web page in Hotmail that contains options for managing the address book. 

	Drafts folder
	Stores e-mail messages that have been written, but that have not yet been sent. 

	Hotmail
	A Web-based e-mail service powered by MSN.com that is used to send and receive e-mail messages. 

	Inbox folder
	The folder in which e-mail messages received from the mail server are stored. 

	Junk Mail folder
	A folder in Hotmail that stores e-mail messages from senders that you specify as bulk mailers, advertisers, or any address from which you don’t want to receive mail. 

	Mail tab
	A Web page in Hotmail that contains a list of message that you have received and provides options for working with e-mail messages. 

	Sent Messages folder
	The folder in Hotmail that stores copies of sent e-mail messages. 

	Today tab
	The Web page that first opens when you log on to your Hotmail account and includes current information about the day’s current events, your mailbox, and appointments that you have scheduled using your calendar. 

	Trash Can folder
	The folder in Hotmail that temporarily stores deleted messages until you delete them permanently. 


