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Communicating
Over the
Internet

“We have got to start meeting this way.”

—Lily Tomlin as Ernestine,
WebEx Commercial




In this chapter, you will
learn how to:

Define the rules of Internet
etiquette (Netiquette) for being
a good citizen of the Net.

Configure an e-mail client and
use it to send, receive, answer,
forward, and file e-mail; filter
out unwanted mail; and detect
fake mail IDs.

Subscribe to, participate in,
and set up your own listserv
mailing lists.

Configure a newsgroup reader,
participate in USENET
newsgroups, and create your own
Web-based discussion forum.

Set up a blog to keep an online
diary or weblog of events.

Configure an RSS reader to feed
you news about new content
posted at Web sites of interest.

Enter an IRC chat room where
you can participate in meaningful,
real-time conversations.

Configure an instant messaging
client to IM your buddies on
the Internet.

Configure your computer for
videoconferencing and participate
in conversations that let you see
and hear your conversants.

Use the telnet protocol to
connect to remote host
computers on the Internet.

Use text-based FTP commands

to upload and download files on
legacy systems that do not have
graphical FTP clients.

HE most powerful use of the Internet is for communicating with
other users. Never before has a communications medium made it so quick,
easy, and cost-effective to communicate with tens of millions of users all
over the world. So great is the benefit that the Internet can truly be called a
supermedium for communicating.

In this chapter, you will learn about electronic mail, an asynchronous
message transmission medium between two people; listserv, a way of com-
municating ideas to a specific group of people; newsgroups, online discus-
sion groups in which the topics are organized hierarchically, enabling users
to read and write messages and converse about the topics in a manner
comparable to attending a conference; blogs, weblogs that users keep on-
line to inform each other about what they are doing; RSS, which feeds you
news headlines so you can keep up with what is happening at other Web
sites; and the real-time technologies of Internet Relay Chat (IRC), instant
messaging (IM), and videoconferencing, which enable you to converse
with other users who are online. As a bonus, this chapter will conclude by
teaching you how to log on to a remote computer via telnet and use text-
based FTP commands to prepare you for the possibility that you may
someday need to communicate from a legacy system that does not have the
latest protocols.

Before you begin communicating on the Information Superhighway,
however, you should learn some of the rules of the road. Therefore, we be-
gin with a discussion of Internet etiquette.

The term Netiquette was coined by combining the words “Internet eti-
quette” into a single name. Netiquette is the observance of certain rules and
conventions that have evolved to keep the Internet from becoming a free-for-
all in which tons of unwanted messages and junk mail would clog your Inbox
and make the Information Superhighway an unfriendly place. By follow-
ing the Netiquette guidelines, you can become a good citizen of the Net.

Netiquette Guidelines

In the “Netiquette Guidelines” section of this book’s Web site, you will
find links to the official rules of etiquette and ethics for responsible use of
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the Internet. Chief among these is RFC 1855, which was developed by the
Responsible Use of the Network (RUN) Working Group of the Internet
Engineering Task Force (IETF). This document consists of a bulleted list of
specifications organizations can use to create their own guidelines. For ex-
ample, Arlene Rinaldi’s award-winning Netiquette Home Page, which is
titled “The Net: User Guidelines and Netiquette,” contains the Netiquette
guidelines used at Florida Atlantic University. The introduction explains
that use of the Internet is a privilege, not a right:

The use of the network is a privilege, not a right, which may
temporarily be revoked at any time for abusive conduct. Such
conduct would include, the placing of unlawful information on a
system, the use of abusive or otherwise objectionable language in
either public or private messages, the sending of messages that are
likely to result in the loss of recipients’ work or systems, the sending
of “chain letters” or “broadcast” messages to lists or individuals,
and any other types of use which would cause congestion of the
networks or otherwise interfere with the work of others.

Another example of Netiquette guidelines was developed by Frank
Connolly in conjunction with the American Association for Higher Edu-
cation and EDUCAUSE. Connolly’s Bill of Rights and Responsibilities for
Electronic Learners is a succinct and eloquent statement of Netiquette
guidelines. To read these guidelines, follow the links to the Bill of Rights at
this book’s Web site, where you will also find a link to a related article by
Connolly entitled “Intellectual Honesty in the Era of Computing.” The
most commonly known Netiquette rules are as follows:

Use business language and write professionally in all work-related
messages.

Remember that your message may be printed or forwarded to
other people.

Proofread and correct errors in your message before sending it.
Do not use all capital letters, because this connotes shouting.

Keep in mind that your reader does not have the benefit of
hearing your tone of voice and facial clues.

Remember that the time, date, and reply address are added
automatically to your e-mail message; therefore, you do not need
to type this information.

Always include an appropriate subject line in an e-mail message.

Respond promptly to e-mail.

Computer Ethics

Whenever you use the Internet, you should observe the ethics principles
illustrated in Figure 3-1, which lists the Ten Commandments of Computer
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1. Thou shalt not use a computer
to harm other people.

2. Thou shalt not interfere with
other people’s computer work.

3. Thou shalt not snoop around in
other people’s computer files.

4. Thou shalt not use a computer
to steal.

5. Thou shalt not use a computer
to bear false witness.

6. Thou shalt not copy or use
proprietary software for which
you have not paid.

. Thou shalt not use other

people’s computer resources
without authorization or
proper compensation.

. Thou shalt not appropriate

other people’s intellectual
output.

. Thou shalt think about the

social consequences of the
program you are writing or
the system you are designing.

. Thou shalt always use a

computer in ways that ensure
consideration and respect for
your fellow humans.

Whenever you use the Internet, you should observe the Ten Commandments
of Computer Use, which were developed by the Computer Ethics Institute at
www.cpsr.org/program/ethics/cei.html. ®

Use. These principles were developed by the Computer Ethics Institute in
Washington, DC. Computer Professionals for Social Responsibility
(CPSR) maintains a list of other current links to Web sites devoted to com-
puter ethics on the Internet. To peruse them, go to www.cpsr.org/program/
ethics/ethlink.htm.

Spam

On the Internet, the term spam refers to unwanted messages posted to
newsgroups or sent to a list of users through e-mail. The term can be used
as either a verb or a noun. To spam means to send unwanted messages to a
list of users on the Internet. Likewise, unwanted messages you receive are
called spam.

Perhaps the most obnoxious form of spam is unwanted commercial ad-
vertising. The Coalition Against Unsolicited Commercial Email (CAUCE)
has done the math, and the outlook is daunting. As CAUCE chairman
Scott Hazen Mueller explains, “There are 24 million small businesses in
the United States, according to the Small Business Administration. If just
one percent of those businesses sent you just one e-mail advertisement a
year, that’s 657 e-mail advertisements in your inbox each day” (CAUCE,
2001). To prevent this from happening, Congress is working on legislation
that will create a national “Do Not Spam” list. Follow this book’s Web site
link to learn the latest about anti-spam legislation.

There are other forms of spam besides unwanted commercial advertis-
ing. A lot of chain letters, for example, are circulating on the Internet.
Chain letters are spam; do not send or forward them. If you get one, you
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may consider sending a message to the originator stating that chain letters
are an unethical use of the Internet and that the sender should be ashamed
of so littering the Information Superhighway. Be aware, however, that re-
sponding to spam lets the spammer know that your e-mail address is valid,
thereby increasing the likelihood that you may receive more spam.

There is an example of a chain letter at this book’s Web site. The title of
this letter is “Share the Wealth of the Internet!” Not only did this chain let-
ter use e-mail as its transmission medium, but it blatantly advocated the
use of newsgroups to spread the message. Such use of the Internet is im-
proper and highly unethical. Be a good Netizen; never originate or partici-
pate in such a spam, and discourage anyone who spams you from ever
doing so again.

Some useful suggestions for fighting spam are found at this book’s Web
site. If you follow the links to “Fight Spam on the Internet,” you will find a
tutorial entitled “How to Complain to Providers About Spam.” By follow-
ing the link to the blacklist of Internet advertisers, you can see the worst of-
fenders and read how they have violated the rules of Netiquette.

Hoaxes

Some pretty incredible hoaxes have been propagated across the Internet.
The hoaxes are designed to prey on people’s fears and sensitivities or their
desires to keep the hoax spreading to other users over the Net. An example is
the Netscape-AOL giveaway hoax. It was sent all over the Internet via e-mail
by the following chain letter:

Netscape and AOL have recently merged to form the largest
Internet company in the world. In an effort to remain at pace with
this giant, Microsoft has introduced a new email tracking system
as a way to keep Internet Explorer as the most popular browser
on the market. This email is a beta test of the new software and
Microsoft has generously offered to compensate those who
participate in the testing process. For each person you send this
email to, you will be given $5. For every person they give it to,
you will be given an additional $3. For every person they send it
to you will receive $1. Microsoft will tally all the emails produced
under your name over a two week period and then email you with
more instructions. This beta test is only for Microsoft Windows
users because the email tracking device that contacts Microsoft is
embedded into the code of Windows 95 and 98. I know you guys
hate forwards. But I started this a month ago because I was very
short on cash. A week ago I got an email from Microsoft asking
me for my address. I gave it to them and yesterday I got a check in
the mail for $800. It really works. I wanted you to get a piece of
the action. You won’t regret it.

Another hoax that surfaces from time to time is the sulfnbk.exe virus
hoax. The message comes from one of your friends telling you that a
previous e-mail may have infected your computer with a nasty virus
called sulfnbk.exe. The message tells you to delete the file sulfnbk.exe
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from your computer and then send e-mail to all your friends warning them
to do likewise because your messages may have infected their computers.

In reality, the file sulfnbk.exe is part of the Windows operating sys-
tem. Fortunately, deleting this file does not render your computer inop-
erable. As it turns out, sulfnbk.exe is needed only to resolve long
filename extensions during file recovery operations after a catastrophic
system crash.

Figure 3-2 shows the sulfnbk.exe hoax message. The author will keep
secret the name of the distinguished professor who sent it. The danger is
that someday, such a hoax could entice people to do something that could
result in data loss or a com-
puter crash. If you receive a
message you suspect may be
a hoax, follow this book’s

= Urgent Yirus Warning - Message (Plain Text) |'._||'E|[g|
File Edt Wew Insert Format  Tools  Acktions  Help -

CoReply  HReplyto Al G Forward S v ["_," b S ﬁ @ .

Today I received an email stating that a friend's computer had a virus, and that this was A b . l k h l f
probably transwmitted to me. Everone in my address book needed to be contacted. The bad news We SIte mn tOt ecata Ogo
iz that an anti-virus program (I have MNorton) does not detect this virus. It lies dormant _
for 14 days and then kills your hard driwve. Please remewber that if you do hawe the wirus, hoaXeS at the U'S’ Depart
as ; did, you rust forward this information to everyone in your address book. Here is what ment Of Energy’s Computer
to do:
Incident Advisory Capability
1. Click "start"™ then "Find"™ or "Search” (depending on your computer) .
Z. In the "search for files or folders" type sulfnbk.exe--this is the name of the virus. (CIAC) Web Slte, Where you
3. In the "look in" section, make sure wou are searching Drive C
2 Hit mmearch” e "B indn can look to see whether the
5. If vour search finds this file, it will be an ugly blackish icon that l:\!ill hawve the hoaX iS a recognized one. FOI'
name sulfnbk.exe. IO NOT COPEM IT!!!!! If it does not show up on your first "S3earch", try
2 "Hew Search” many of the hoaxes, the CIAC
6. Right click on the file--go down to "Delete™ and left click. . .
7. Tou will be asked if you want to send the file to the Recyoling Bin--say "Yes.” Wlll fecommend actions you
8. Go to your desktop (where all your icons are) and right click on the RBecycle Bin and k d h
either manually delete the sulfnbk.exe program or empty the entire bin. can take to ISCOUTage the
9. If you found this virus on your systewm, sSend this or a siwilar e-mail to all in your M
address book, because this is how it i1s transferred. v Spreadlng Ofthe hoaX. TO IOOk
up a hoax and find out what
EXTTGERY  The SULFNBK.EXE virus hoax, as sent to me by a distinguished professor to do about it, follow this
colleague. Before you follow such instructions, check the antivirus centers to find book’s Web site link to the

out whether the message is a hoax. ®

CIAC Internet hoaxes page.

Printed there are dozens of
hoaxes, along with an analysis of how each hoax worked. At the CIAC site
you will also find links to Web pages warning you about the major chain
letters and viruses you need to watch out for on the Internet.

Viruses

Some of the more harmful chain letters and hoaxes have transmitted vi-
ruses across the Internet. Although it is not possible for your computer to
catch a virus from an e-mail message directly, the mail message can contain
attachments which, if you open them, can give your computer a virus. One
of the most harmful such e-mail viruses was the Love Bug virus. It spread
as an attachment to an e-mail message titled “I Love You” and asked you
to open the attachment, which was named LOVE-LETTER-FOR-
YOU.TXT.VBS. If you were using the Microsoft Outlook and Outlook
Express e-mail programs, opening the attachment sent copies of the mes-
sage to all the users in your computer’s address book. The messages ap-
peared to come from the person who owned the sending computer, serving
as further enticement to open the attachment, because it appeared to come
from someone you knew. In addition to spreading itself to your friends, the
message also deleted certain kinds of files from your computer and re-
placed them with more copies of the virus.
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The best way to guard against catching a virus through e-mail is never
to open an attachment to an e-mail message, especially if the attachment
has an executable filename extension such as .exe, .vbs, or .class. Macros
in MS Word DOC files and MS Excel XLS files can also transmit viruses.
Before you open any e-mail attachment, make very sure that the source of
the message is one you trust and that the message actually came from that
person. If you have any doubts, follow this book’s Web site link to the
CIAC Virus page to see if the message you received is part of an officially
recognized virus attack.

A message may appear to come from a trusted acquaintance when in
fact it came from a worm. Recently some viruses spread via e-mail that did
not require the recipient to open the attachment. In addition, there are ma-
licious virus programs that mimic the e-mail addresses of people from your
address book. It is very important to keep current antivirus protection
software on your computer. Most virus scanners have an option to scan in-
coming mail messages automatically; setting this option can help you
avoid opening a malicious message. To keep yourself informed of the latest
viruses, follow this book’s Web site links to About.com’s antivirus site,
McAfee’s antivirus center, Symantec’s Antivirus Research Center (SARC),
and CNET’s antivirus help site.

Lurking

To lurk means to participate in a conversation on the Internet without re-
sponding to any of the messages. You receive and read the messages, but
you do not say anything in return. Thus, you are lurking!

It is not unethical to lurk. To the contrary, lurking is often a good idea at
first. For example, suppose you join a listserv that has been going on for a
while. Instead of jumping right in and writing something that may make
you seem really out of touch with what is going on, it is smarter to lurk for
a while so you can pick up the gist of the conversation before joining in.

The same guideline applies to newsgroups. Before you begin writing
messages in a newsgroup, spend some time looking around at what has
been written previously in that newsgroup. When you write something,
you want to sound as though you know what is going on. Writing mes-
sages that waste the time of other users on the Net is inconsiderate.

Ditto for chat rooms. When you enter a chat room in which other peo-
ple are talking, spend some time listening to get the gist of the conversation
before you chime in.

Flames

On the Internet, a flame is a message written in anger. The term flame can
be used either as a verb or a noun. To flame someone is to send them an an-
gry message. Angry messages that people send you are known as flames.
You need to be careful, especially if you have a temper. Form the habit of
thinking carefully about what you write, and proofread messages several
times before you send them. Make sure the message truly conveys the emo-
tions you want to communicate. If you are extremely angry and send a
hastily written flame, you may regret it later on. When you cool off a few
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minutes later, you may wish you could tone down the message a little, but
it will be too late. The message has already been sent, and unfortunate
damage may be done to your relationship with the receiving party.

Firefighters

Sometimes flaming can get out of hand, especially when it occurs in a
newsgroup or a listserv with a lot of users. People start sending messages
with more heat, and things can get ugly. Someone has to step in and write a
message intended to restore peace. Because that puts an end to the flames,
such peacemakers on the Internet are known as firefighters.

Smileys and Emoticons

One of the problems inherent in text messages is that you cannot see the
body language or facial expression of the person sending the message. Not
knowing for sure whether something is said in jest can lead people to make
false assumptions about the intent of a message. You need to be careful, be-
cause miscommunication can cause serious problems.

To give the person reading your message a clue to what your emotions
are, emoticons were devised. Emoticons are combinations of a few charac-
ters that, when turned sideways, conjure a facial expression. The most
common form of emoticon is the smiley, which conveys a happy facial ex-
pression. Turn your book clockwise, and you will see that the characters
:) convey a happy face. The smiley often has a nose : -) and sometimes
winks ; -) at you. Left-handed people can use a left-handed smile (:
which can also have a nose (-: and can wink (-; at you.

Emoticons are not always happy. For example, : (is a frown, and : - (
is a frown with a nose. Someone really sad may be crying : ~~ ( and some-
one obnoxious may stick out the tongue : -P at you. You can even convey
drooling : -P~~ with an emoticon. There are hundreds of these faces. For
a more complete list, go to this book’s Web site and follow the links to
smileys and emoticons.

Three-Letter Acronyms (TLAs) and Jargon on the Net

To shorten the amount of keyboarding required to write a message, some
people use three-letter acronyms, appropriately known as TLAs. A three-
letter acronym (TLA) is a way of shortening a three-word phrase such as
“in my opinion” by simply typing the first letter of each word, such as imo.
I’m not a proponent of three-letter acronyms, because life on the Internet is
already filled with enough jargon, abbreviations, and technical terms.
TLAs are so common, however, that no book about Internet fundamentals
would be complete without mentioning them.

For a complete list of Internet jargon, go to this book’s Web site and fol-
low the links to the Web’s official “Jargon File” site. You can also get a
printed copy of the Jargon File, which is called The New Hacker’s Dictio-
nary (MIT Press, ISBN 0-262-68092-0).
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lectronic Mail
Electronic mail has revolutionized the way people communicate when
they cannot talk in person. No longer must people wait for traditional
postal mail delivery, which has become known as “snail mail” due to its
comparative slowness. On the Internet, if both the sender and the receiver
log on frequently, it is possible to exchange several messages with someone
in a single day.

Electronic mail is highly efficient. Compared to other forms of commu-
nication, e-mail is probably the greatest time-saver in the world. Because
you must initiate the reading of your e-mail by running your e-mail soft-
ware, you read e-mail only when you decide to do so; thus, e-mail does not
interrupt your workday. If you are too busy to read e-mail, or if you are on
vacation, your e-mail queues up in your Inbox, waiting patiently for the
next time you log on. When you travel, you can dial up and read your e-
mail, using almost any telephone line anywhere in the world. You can even
avoid the need for a phone line if your computer is equipped for wireless
communications or if you have a cell phone that supports wireless e-mail.

Getting an E-mail Account

Before you can begin using e-mail, you must have an account. An account
enables you to log on to the computer that hosts your e-mail service. The
computer that hosts your account is known as your mail server. On the
mail server, your account consists of file space where your e-mail queues
up waiting for you to read it and a login procedure that enables you to log
on and access your files.

You get the account from your Internet service provider (ISP). Chapter 2
tells you how to select an ISP. When the ISP sets up your account, you will
be told the name of your account. Usually this is your own name (such as
fred.hofstetter) or your initials (such as fth) or a nickname (such as
freddy). If your account name is something impersonal such as a number
(such as 02737), ask your ISP how to go about changing the number to
something more user-friendly. Be careful, because once you choose a
name, many computers will not allow you to change it.

In addition to being told the name of your account, you will be given a
password you must enter each time you log on to your account. The pass-
word prevents unauthorized users from logging on under your name and
gaining access to your mail. Most host computers permit you to change
your password. Choose a password you will remember, but do not select
one that is easy to guess, because you do not want someone malicious to
guess your password and log on under your name. That person could send
offensive mail under your name and cause problems for you. Do not use
your first or last name as your password, for example. If you are known to
love Corvettes, do not make Corvette your password. Choose something
unlikely to be guessed. Include a combination of letters, numbers, and spe-
cial characters. If you ever suspect that someone has guessed your pass-
word, change it immediately. Above all, remember your password. ISPs do
not like it when you forget your password and they have to reset it for you.

9



10

Internet Technologies at Work

Your ISP will also tell you the IP address of the mail server that hosts
your e-mail account. The IP address will be in domain-name format, such
as mail.udel.edu. You will need to know all three items—your account
name, your password, and the mail server’s IP address—to complete the
tutorial exercises in this chapter.

Selecting an E-mail Client

The software program that you use to read your e-mail is known as an
e-mail client. The most popular e-mail client is Microsoft Outlook, which
is the e-mail program that ships as part of Microsoft Office. If you use the
Microsoft Internet Explorer (IE) browser but not Office, you’ll have a free
version of Outlook called Outlook Express. This chapter contains detailed
instructions on how to use the Microsoft Outlook Express e-mail client. If
you are an AOL user and you have AOL mail, you can do the exercises in
this chapter by using the AOL mail client that is built in to your AOL ac-
count. You can also install Microsoft Internet Explorer and follow the in-
structions in this chapter by using Outlook Express for mail.

Organizations that install a Web browser other than Internet Explorer
often use the mail program that ships as part of that browser for mail.
Netscape users, for example, often use the built-in Netscape mail pro-
gram, which is called Netscape Messenger. Mozilla users get Mozilla Mes-
senger or Mozilla Thunderbird. On the Macintosh, most users read mail
with the built-in e-mail client that simply is called Mail. Regardless of the
particular software you use, the concepts covered in this chapter apply to
all e-mail clients.

The e-mail tutorial in this chapter is written for Microsoft Internet Ex-
plorer and Outlook Express. It is possible that your copy of Microsoft
Internet Explorer may be set to bring up some other e-mail client, such as
Microsoft Exchange or Microsoft Outlook. If that happens when you
work through the exercises in this chapter, you can change mail packages
by following these steps:

I. Pull down Microsoft Internet Explorer’s Tools menu and choose
Internet Options; the Internet Options dialog appears.

2. Click the Programs tab.
3. Pull down the E-mail menu and choose Outlook Express mail.

4. Click OK to close the Internet Options dialog.

Deciding on POP vs. IMAP and HTTP

When you configure an e-mail client, you must specify whether the mail deliv-
ery protocol is POP, IMAP, or HTTP. Knowing how to set this option is im-
portant, because you must choose a protocol that your mail server supports.

Post Office Protocol (POP) was invented for delivering mail post-office
style from the server to your PC. When a person logs on to read mail, the
mail gets moved physically from the server to the PC, where the user reads
the mail without needing to remain online.
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You can use Internet Message Access Protocol (IMAP) when you want
the mail to remain on the server instead of being delivered physically to
your PC. This enables you to read your mail from different computers.
IMAP is therefore the strategic choice for someone who is on the move and
needs to be able to read mail from different locations, such as at home, in
the office, in a classroom, or in a branch office.

HTTP is the Web’s protocol, which is used for Web-based e-mail serv-
ers, the most famous of which is Hotmail. If you are setting up a mail
reader to access your Hotmail account, you use the HTTP protocol.

The distinction among these ways of receiving your mail is no longer as
clear as it was in the beginning. It now is possible, for example, to config-
ure a POP client to leave the mail on the server. You can also configure an
IMAP client to download the mail post-office style so you can read the
mail offline.

The best idea is to use the protocols for the purpose for which they were
designed. If you need a client to access a Web-based e-mail server such as
Hotmail, use HTTP. If your mail server supports POP and you want to
have your mail delivered to your PC, use POP. If your mail server supports
IMAP and you want the mail to reside on the server, use IMAP. For a more
detailed comparison, follow this book’s Web site link to POP versus IMAP.

Communicating Over the Internet

Step-by-Step 3-1
Configuring Your E-mail Client

You must configure your e-mail client before and outgoing mail servers. You can also set

you can begin reading mail. Configuring preferences that determine whether the mail will
an e-mail client means telling it the essential get deleted from the host or stay there after the
information it needs to know, such as the mail gets downloaded to your computer. To
name of your e-mail account, your password, configure your e-mail client, follow these steps:

and the IP addresses of your ISP’s incoming

Step | Get Internet Explorer running if it is not already onscreen.

Step 2 Select the Mail icon to drop the menu down, and select Read Mail.

Step 3  If you get a dialog asking you to select a folder for your mail, select the Inbox folder
unless you want your mail kept somewhere else.

Step 4  If you have not set up Internet Explorer for mail, the Internet Connection Wizard
launches. The wizard asks you several questions.

Step 5  First, the wizard asks for your Internet mail account name, as shown in Figure 3-3.
I typed Fred T. Hofstetter here.

Step 6  Second, the wizard asks for your e-mail address. Your e-mail address is your account

name followed by an @ sign, followed by the domain name of your ISP’s host computer.
For example, if your account name is SantaClaus and your host computer is northpole.com,
you should type SantaClaus@northpole.com here.
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Step 7  Third, the wizard asks whether you want the mail server to be set up as POP3, IMAP, or
HTTP. If you are not sure how to set this, see the previous section of this chapter, titled
“Deciding on POP vs. IMAP and HTTP.” Then you enter the name of your incoming
mail server and your outgoing mail server, which in the case of Santa Claus would be
mail.northpole.com. Figure 3-4 shows how Santa would complete this step.

Step 8  The wizard asks you to enter your e-mail logon name and password.

Step 9  The wizard asks for your Internet mail account name; type the name you want this to be.
Santa Claus would type something like North Pole mail here, for example.

Step 10 Next, the wizard asks whether you are using a phone line or a network connection;
answer accordingly.

Step Il If you have multiple connections to the Internet, the wizard asks what Internet
connection to use. You should choose the same connection you made when you
configured your Web browser, unless you have a reason for doing otherwise.

Step 12 When the wizard finishes, Outlook Express is ready to fetch your mail.

Internet Connection Wizard [g| PU”mg (.jOWH this menu gives you
the choice of POP3, IMAP, or HTTP.
Your Name
When you send e-mail, your name will appear in the From field of the outgoing message. Internet Connection Wizard &l

Type your name as you would like it to appear,

E-mail Server Names

Display name: Fred T. Hofstetter

For example: John Smith i . 2
My incoming mail server is a

IMAP W | sEMvEr
[T

A

Incoming mail (POP3. IMAP or HTTP] server.

mail.northpole. com

An SMTP server is the server that is used for your autgaing e-mail

Outgoing mail [SMTP] server.

mail.horthpole. com

m The Internet Connection Wizard

asks you a series of questions and
uses your answers to configure your connection. When the

wizard asks for your display name, type your name as
s for your display name, type . EXITITIEN  When the Internet Connection
you want it to appear in the From field of the messages ) .
Wizard prompts you for the domain

you will send to people. ™ . . . .
names of your incoming and outgoing mail servers, you also
get a menu to pull down to select the POP, IMAP, or HTTP

protocol. If you are not sure how to set this, read the section
of this chapter about POP versus IMAP and HTTP. =

[ < Back ” Mext > I[ Cancel

Advanced E-mail Configuration Settings

Advanced configuration settings enable you to customize the handling of
your mail. The typical user may never need to change the settings, but an
IT professional should know where the settings are and what the different
options do.

To access these advanced configuration settings, you begin by getting
your e-mail client running. If you have IE, for example, you click the e-mail
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button or pull down the Tools menu and choose Mail and News | Read
mail. When your e-mail client appears onscreen, you pull down its Tools
menu and choose E-mail Accounts. In Outlook Express, you select the ac-
count you want to change and click the Properties button. If you are using
the full-fledged version of Outlook, you select the account you want to
change and click the More Settings button.

The configuration settings will appear in a dialog box that has tabs la-
beled General, Servers, Connection, and Advanced. Clicking these tabs re-
veals options you can review or alter if you want to make changes in the
configuration. The settings are explained here:

General tab  Settings on the General tab let you change the name
of the e-mail account and alter general information about the user
who owns this account. You can change the user’s display name, the
organization with which the user is affiliated, and the reply e-mail
address.

Servers tab Here you can change the addresses of the incoming
and outgoing mail servers and change the incoming server’s
delivery protocol to POP, IMAP, or HTTP. You can also supply

a user name and password and set the mail program to log on
automatically when you read mail. You should choose the automatic
logon option, however, only if you are the only person who has
access to this computer.

Connection tab  True to its name, the Connection tab lets you
specify the way your computer will connect to the mail server.
Depending on how the computer is connected to the Internet, the
choices may include local area network, telephone modem, or
dialup networking.

Advanced tab Here you can inspect the port numbers used for
incoming and outgoing mail, and you can change the timeout,
which is the amount of time the client will wait for the server to
respond to a request to read or send mail. You should not change
the port numbers unless your network administrator has told you
to do so. POP normally uses port 110, IMAP uses port 143, and
the outgoing server uses port 25, which is the default Simple Mail
Transfer Protocol (SMTP) port. POP also has a secure version that
uses port 995, and the secured version of IMAP uses port 993.

Communicating Over the Internet
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Step-By-Step 3-2
Sending and Reading Mail

you through the process of sending a message to these steps:

window appears as shown in Figure 3-5.

Having configured the e-mail client, you are now yourself so you will be sure to have a message
ready to send and receive mail. This exercise steps  waiting to be read later in this chapter. Follow

Step | In Internet Explorer, click the Mail icon and choose New Message; the New Message
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Step 2  Your cursor will already be in the To field, so enter the e-mail address of the person to whom
you want to send a message. The first time you do this, send a message to yourself so you will

be sure to have a message waiting to be read in the “Reading Mail” part of this tutorial.

Step 3

Click once in the Subject field and enter a short phrase telling what this e-mail is about.
If this is your first message, you might type My first mail message for the subject.

Step 4  Click in the large blank area beneath the subject field to position your cursor in the
composition area. Here is where you type the message you want to send. If this is your

first message, type something like Hello, world! This is my very first e-mail message.

Step 5§

Click the Send button to send the message. It may take a minute or two for the message
to get sent and delivered.

Step 6

Whenever you want to check your mail, click the Mail icon to drop the menu down, and
then select Read Mail; the Outlook Express window appears.

Step 7 In Outlook Express, select your Inbox by clicking it once. If you chose IMAP when you
configured your mail account, your Inbox is a subfolder of the Messages folder on your

mail server; if you chose POP3, click the Inbox in your Outlook Express folder.

Step 8

If new mail has arrived, the Inbox window displays a menu of your incoming mail
messages, as shown in Figure 3-6.

Step 9  To preview a message, click its title once, and the message appears in the window at the
bottom of the screen. To read the message, double-click its title; the message appears in a

Message window. When you finish reading the message, close the message window.

Step 10

In your Inbox, the mail message will now be marked as having been read. The message
will stay on your computer unless you delete it.

Step 11

If you want to delete the message, click its title once to select it, and then click the
Delete button.

i What | Want For Christmas FEX
Fle Edk Vew Insert Fomak Tools Message Help I
g = AB 2 ol
=% B Y & TV i1 ¥, 5 &
Send Paste  Undo Check  Speling  Attach  Priority el = [nbox - Outlook Express
[EATo:  [Sarta@northpole.com Eile  Edit View Tools Message Help [
mce | Y B X = W .= ;
Subject:  [what I Want For Christmas Create Mail Reply Reply All Forward Frint SendiRecy Addresses Find Furge
[avial Mt M E| B 7 UA|SEES — & @lE
Folders X[t 8 ¥ 3 Fom Subject Received  © ~
Dear Santa, (53 Outlnok Express 5 Bob Rankin TOURBLS - 13 Nov 03 - Weather on the Web 11/13/2003 11:11 PM
=) Local Folders ~ EDUCAUSE November 2003 EDUCAUSE Online 11/13/2003 4:58 PM
I believe that | have behaved very well this year, and for Christmas, | would| B Inbox L. Lean Campbell [Fud: Develop state-of-the-art mobile games]  11/13/2003 4:22 PM
like you to bring me a new mountain bike. | am kind of tall, so | would like a P outbox & n L ily, 1. 200 old”) 1113 42 PM
extra large size. | would also like to have the new Stable Platform Vialve SE sent Ttems ” educause@EDUCAUSE... -Atlantic Regional Conference--Explore th..  11/13/2003 12:23 PM
- = g & (7 Deleted Items (3 fwstism Society of Delaware  [delautism] Autism Awareness from ASA 11/13{2003 10:50 AM
suspension technology, so please bring me a bike that has SPV. & orafes = EDUIL AUS... Edupage, 12, 2003 11/12/20036:29PM &
353 Calendar
il i i From: NewsScan To: fth@UDel Edu
Lvillleavs:you cookiss:andimiiiiunderiheitiaesas Usual S cortacts Subject: MewsScan Daily, 13 November 2003 ("abave The Fold”)
53 Journal ]
3 otes NewsScan Daily, 13 November 2003 (" Above The Fold")
S Tasks
-8 maludsleds WevwsScan Daly is underwritten by BLG, a world-class organization
In the New M g%r‘:’ maling significant and sustained contributions to the efectve
n the ew essage 8 Drafts management and appropriate use of information technelogy. MED is
window, you type into the @ T written by John Gehl and Suzanne Douglas, editors@MewsScan com
To field the e-mail address of the person to
"ABOVE THE FOLD"
whom you want to send the message. Type the Top Tech Securiy Chiefs Form Think Tanke
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The Outlook Express Inbox displays a menu of incoming

messages. Double-click the title of the message you want to read. ™
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Answering and Forwarding Mail

While you are viewing a message onscreen, you can respond to it by click-
ing either the Reply button to reply to the sender or the Reply All button to
reply to the sender and all of the recipients. A shortcut for replying to the
sender is to press CTRL-R; to reply to all, press SHIFT-CTRL-R.

At some point you will want to send someone a copy of mail you re-
ceive. Instead of going through all the steps needed to copy and paste the
message into a new message window, you can simply forward the message
by clicking the Forward button, which brings up a new Message window
containing the message to be forwarded. In the To field, enter the e-mail
address of the person to whom you want to forward the message. In the
body of the message, enter anything more that you want to send along
with the message, such as a few words indicating why you are forwarding
this. Then send the message as usual.

Filing and Retrieving E-mail Messages

Occasionally you will receive an important message that you want to keep
so you can refer to it later on. Instead of deleting it, you can file it. To file an
e-mail message means to move it into a folder on your hard drive from the
Inbox folder where your incoming mail accumulates. There are three pro-
cesses to learn related to filing e-mail messages: creating an e-mail folder to
hold your messages, filing mail into an e-mail folder, and retrieving filed
mail whenever you want to read it again.

Creating an E-mail Folder

To file mail, you can create different folders regarding different topics. If
you are using Microsoft Outlook or Outlook Express, you create the new
folder in the Folders pane. First you click the place where you want to cre-
ate the new folder. For example, click Local Folders. Then you pull down
the File menu and choose New | Folder to bring up the Create Folder dialog.
Enter a name for the new folder and click on the folder into which you
want to insert the new folder. When you click OK to close the dialog, you
will see the new folder in the list of folders in the Folder pane.

Filing Mail into an E-mail Folder

You can file mail in any e-mail folder on your computer. Get your Outlook
window onscreen and select your Inbox to reveal the titles of your mes-
sages. To file one of the messages, click and drag the title of the message
and drop it into the folder you want to file the message in. Another way to
file a message is to click the title of the message you want to file, pull down
the Edit menu, and choose Move to Folder. This brings up a Move dialog
where you can select the folder you want to file the message in.

Retrieving Mail from an E-mail Folder

Filing mail would serve no purpose without a way to retrieve it when you
want to refer to it again. To retrieve a filed e-mail message, you click one of

Communicating Over the Internet
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Creating an E-mail Signature

When you send someone an e-mail message, it is nice to
include information about yourself so the person re-
ceiving the message will know something about you,
such as your street address, where you work or go to
school, and your telephone number. To keep from having
to enter this information each time you send an e-mail
message, you can create an e-mail signature, which is a
block of text that is automatically appended to the e-mail
messages you originate. To create an e-mail signature,
follow these steps:

1. In Outlook Express, pull down the Tools menu
and choose Options to bring up the Options
dialog.

2. Click the Signatures tab, click the New button,
and type your signature into the text box, as
illustrated in Figure 3-7.

3. To make the signature appear automatically
at the bottom of all your messages, click the
option to add signatures to all outgoing mail
messages.

4. Click OK to close the Signature dialog;
then click OK to close the Options dialog.

Check this box to add your e-mail
signature to all outgoing messages.

&4 Options

Cornection
giSend i

Speling Security
| Gereral | Read | Heceipts |

Signature settings

. > [+#] Add sigratures to all outgoing messages

Don't add signatures to Replies and Forwards

Signatures

| compose |

Maintenance

Signatures

Signature #1 Default signature

New

Bemove
Rename

| Edit Signature

Univerzity of Delaware

| @ Test [Dr. Fred T. Hofstetter
Professor of Instructional Technolagy
ey, udel edudfth

CFie |

m When you edit your e-mail

signature, keep it short. Four to
seven lines is about right. Signatures that are too long
are bad Netiquette. ®

Uncheck this box if you want
signatures on replies and forwards.

the folders shown in the Folders pane on the left of the Microsoft Outlook
or Outlook Express window. If the Folders pane is not visible, pull down
the Microsoft Outlook View menu and choose Folder List or pull down the
Outlook Express menu and click the Push Pin to keep the folder list open.
When you click to select one of the folders, the Inbox window displays the
titles of the mail messages filed in this folder. To retrieve a message, double-
click its title.

Sending Mail Attachments

A mail attachment is a file you attach to an e-mail message. When you send
the message, the attached file is sent along with it. File attachments can be
text documents, pictures, audio recordings, movies, spreadsheets, or virtu-
ally any kind of file you are accustomed to using on your computer.

To attach a file to an e-mail message, you compose the message as usual.
Before sending the message, you click the Insert File button to make the Insert
Attachment dialog appear. Use the controls to locate the file and click its
name to enter it into the File name field. Then click the Attach button to
complete the process. When you send the message, a copy of the attached
file goes along with it.
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Using an E-mail Address Book

Before you can send e-mail to someone, you must know the person’s e-mail address. To avoid having to look
up a person’s e-mail address every time, you can record it in an address book, which is an index of the e-mail
addresses you want to keep for future use. To address an e-mail message to someone in your address book, you
simply go into your address book, click the person’s name, and choose the Send Mail option. This makes an e-mail
composer screen appear with the person’s e-mail address filled in automatically. The following exercise gets
you started using your address book. Follow these steps:

1. Click the Outlook Express Addresses button ..} to make the Address Book window appear,
as illustrated in Figure 3-8.

2. To add a name to the address book, click the New button; when the menu pops out, click New
Contact. The Properties dialog appears, as shown in Figure 3-9.

3.In the blanks provided, fill in the person’s first name, last name, e-mail address, and a nickname.

4.1f you know that the person reads mail with a plaintext (i.e., non-HTML) mail reader, click the
option to send e-mail using plaintext only. These days, most people read mail with HTML-enabled
mail readers, so leave this option unchecked if you are unsure.

5. Click OK to close the Properties dialog box, and check to see that the person has been added to
your address book. If you ever want to change any of this information you added in steps 3 and 4,
double-click the user’s name in your address book.

Click the New button to add a new Check this plain-text only box if the person cannot
contact to the address book. receive HTML e-mail.

W Address Book - Fred |Z‘E|

File Edit Wew Tools Help

B H X B 48 %

Amelia Earhart Properties

[ Name | Hore | Business | Personal | Other | MetMeeting| DighsliDs|
| -

IRz Find Peaple IRAE A | ﬁ Enter name and e-mall information about this contact here,

Shared Contacts Type name or select from list: |

2 Fred's Contacts Name  ~ E-Mail Address | Eirst: | Amelia | Middle: | | Last: | Eathart ‘ |
[EZ] Amelia Earhart Amelia@pilots, com | |
EZIClark Kent superman@heros, com Rt I:I Display: | Amelia Earhart v| ficknare) | fiviator ‘ |
EZIElvis Presley elvis@graceland.com |
=] 3ames Bond 007 @spies, com | -
=] 70hn Doe JohnDoe@dudes. com E-Mail Addresses: | Amelis@pilots. com | Add
[EZlsanta Claus santa@northpole.com

P! | 5end E-Mail using plain ket only,

|~
~

m An address book consists of an index m Fill out this form to create a new entry in

of e-mail addresses. To send someone an address book. Type the person’s name
a message, click to select the person’s name; then click the and e-mail address on the Name tab. If you also want to record
Action button and choose Send Mail. ® the person’s home or business address and phone number, click

the Home tab or the Business tab. ™
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recipients).

your message.

After you have entered a person’s name into the address book, you can address an e-mail message by selecting
that person’s name from the address book. Follow these steps:

1. From your Outlook Express Inbox window, pull down the Message menu and choose New Message
to make the New Message window appear.

2.In the To and Cc fields, notice the address-book icons at the left. Click the address-book icon in
the To field to bring up the Select Recipients dialog.

3. Click once on the name of the person to whom you want to address the message.

4. Click the To, Cc, or Bec button, depending on whether you want the person to receive the original
message, a carbon copy, or a blind carbon copy (the Bcc recipient’s address is hidden from the other

5. Click OK to close the Select Recipients dialog box; the person’s name appears in the address part of

Try This!

continued

warning Junk mail may invite
you to click an Unsubscribe link to
remove yourself from the list. Clicking
that link can trigger malicious code. It
is better to block the mail with a filter
than to click the Unsubscribe link.

Addressing E-mail to Groups of People

As social beings, it is natural for computer users to want to communicate
with groups of people. You might be working on a project at work or at
school, for example, and you would like to send a message to all the people
working on that project with you. Instead of having to enter each person’s
e-mail address each time you want to send the group a message, you can
use your address book to create mailing lists consisting of as many users as
you like. To create a mailing list, go to the Outlook Express menu and click
the Addresses button to make the Address Book window appear. Click the
New button to pop out the menu, and choose New Group. In the Prop-
erties dialog box, fill in a name for the group, and click the Select Members
button to bring up the list of names you can add to the group. Double-click
each name you want to add to the group. When you have finished, click OK.

To send e-mail to this group of people, you simply address an e-mail
message to the name of the group.

Searching E-mail Messages

When you have a lot of accumulated mail, you will eventually lose track of
where everything is. Happily, you can search your mail messages to find
things. To search an e-mail message, pull down the Outlook Express Edit
menu and choose Find | Message to bring up the Find Message dialog.
Type the word or phrase you want to find; fields are provided for searching
the From, To, Subject, or Message categories.

Click the Find Now button to begin the search. The results of your
search appear in a listbox beneath the search controls. Double-click a title
in the listbox to bring up its message.

Dealing with Unwanted E-mail

There are two ways to deal with unwanted e-mail: just delete it or send a
reply indicating your disdain for the unwanted mail. Be aware, however,
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that if the message is unwanted commercial advertising, sending a reply
will tell the sender that yours is a valid e-mail address, and you may receive
even more spam as a result.

If you believe the unwanted mail is illegal, such as a mail message contain-
ing child pornographic material or other criminal activity, you can report the
transmission by forwarding it to the appropriate authorities. For example,
you can find out how to contact your local FBI office at www.fbi.gov. It may
help to forward the message to the postmaster at your Internet service pro-
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vider, informing your ISP of the unwanted activity and
asking for it to be stopped. To send mail to your postmas-
ter, assuming your ISP is northpole.com, you would address
the mail to postmaster@northpole.com.

You may also wish to support legislation to stop the un-
wanted mail, especially if it is unwanted commercial ad-
vertising. In that case, follow this book’s Web site link to
the Coalition Against Unsolicited Commercial Email
(CAUCE), the Forum for Responsible and Ethical E-mail
(FREE), and the Spam Recycling Center. When this book
went to press, 18 states had anti-spam laws.

Using Mail Filters

Mews Mail Rule

1. Select the Conditions for wour rule:

Select your Conditions and &ctions first, then specify the values in the Description.

‘where the From line containg people

O “where the Subject line containg specific wards
O *where the message body contains specific wards
O *where the To line contains people

2. Select the Actions for your le:

[ Maove it to the specified folder
O Copy it to the specified folder
Delete it

O Forward it ta peaple

3. Rule Description [click on an underlined value to edit it):

Apply this rule after the message arrives
‘Where the From line contains ‘cyberpromeo. com’
Delete it

You can block mail from unwanted sources by using mail
4. Mame of the rule:

filters. A mail filter blocks mail coming from any e-mail _
| CuberProma Filter

address that you forbid. You can also block mail by filter-
ing keywords in the subject line. To set a mail filter, pull
down the Outlook Express Tools menu and choose Mes-

I 1] l [ Cancel ]

sage Rules | Mail. When the Message Rules dialog ap-
pears, click the New button to create a new rule. When the
New Mail Rule dialog appears, enter the criteria for the
messages you want to block. For example, Figure 3-10
shows how to block junk mail from cyberpromo.com.

Detecting Fake Mail IDs

If you get mail saying it is from someone that you doubt actually wrote the
message (such as a message from your boss giving you a million-dollar
raise), someone may have used a bogus From field when they sent you the
message. You can get more information about where the message came
from by revealing the headers of the mail message. To reveal the headers of
the message you are viewing, pull down the File menu, choose Properties,
and click the Details tab.

Encrypting Your Mail

If you are concerned about privacy, you may want to consider encrypting
your e-mail messages. To encrypta message means to run it through an en-
coder that uses an encryption key to alter the characters in the message.
Unless the person wanting to read the message has the encryption key
needed to decode it, the message appears garbled.

You can use the New Mail Rule dialog to
fiter incoming mail. You can move, copy,

delete, or forward the filtered mail. In this example, because your
goal is to block spam, you set the action to delete the message. ®

note The Message Rules apply
only to POP3 accounts. If you are using
an IMAP or HTTP mail account, these
instructions do not apply.
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ARG

Consider a simple example of an encryption key “123” that shifts each
successive character in the message by 1, 2, or 3 characters in the alphabet.
Encrypted, the message Hello world appears as Igomq zptoe. In practice,
encryption keys are much longer and the encoding process is so complex
you would need a supercomputer to crack the key to an encrypted message.

Outlook Express has an Encrypt icon you can click when you want a
message to be sent encrypted. For this to work properly, however, you need
to have a Digital ID, which consists of a public key, a private key, and a dig-
ital signature. Chapter 13 explains these Internet security concepts and
provides you with detailed instructions for encrypting and digitally sign-
ing your mail.

E-mail Priority Settings

Outlook has a priority-setting option that lets you set the priority of an e-
mail message. You set this option when you send a message, and when the
message arrives at its destination, a priority flag indicates how important it
is. The person receiving the messages can sort them in order of priority and
read the most important ones first. To set the priority for an e-mail message,
you click the arrow alongside the Priority button in the New Message win-
dow. This pops out a quick menu that enables you to set the priority to high,
normal, or low. Click the setting you want and then send the mail as usual.

Return Receipt Requested

For a really important message, you may want to be sure the person you
sent it to has received it. To verify the receipt of a message, you can set an
option for the person’s e-mail client to send you a return receipt when the
person opens the message. To request a return receipt on a message you are
composing with Outlook Express, you pull down the Tools menu and se-
lect Request Read Receipt. There is no guarantee, however, that the person
who receives the message will choose the setting that acknowledges re-
ceipt. Many users, in fact, say no when asked if they want the receipt sent.

Spell-Checking

As a final touch, before you send an e-mail message, you may want to
spell-check it and correct any spelling mistakes. To check the spelling, pull
down the Tools menu and choose Spelling or click the Spelling button in
the New Message window.

Web-based E-mail

Several Internet service providers make it possible for you to read your
mail on the Web, using a Web browser instead of an e-mail program. Read-
ing mail on the Web is convenient because you can access your e-mail from
any computer that has a Web browser and an Internet connection.
Several Internet portal sites offer Web-based e-mail services. You can
register at the portal to receive a free Web-based e-mail account. Then you
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can read and send mail with your browser. Popular Web-based e-mail ser-
vices are at hotmail.com and mail.yahoo.com. Setting up an account like
this comes in handy when you travel, for example, because your e-mail can
be delivered to any PC connected to the Internet, such as at a public library
or an Internet café.

America Online has a Web-based e-mail service that lets AOL users read
their AOL mail from a browser as an alternative to reading it with the
AOL mail program. Microsoft Network users can read their MSN mail
with Hotmail.

Follow this book’s Web site links to learn more about the Web-based
e-mail services available from Hotmail, Yahoo!, AOL, and other Web-
based e-mail providers.

Sending Mail as HTML

In the Web-page authoring part of this book (PartII), you learn how to use
HTML, which stands for hypertext markup language. You can use HTML
when you want your e-mail messages to include bolding, italics, underlin-
ing, colors, fonts, and special symbols that do not get transmitted in
plaintext messages. If you know that the person to whom you are sending
an e-mail message is using an e-mail program that can handle HTML, you
may wish to consider sending the mail as HTML instead of plaintext.

E-mail programs that can handle HTML include Netscape Messenger,
Microsoft Outlook, and Outlook Express. Web-based e-mail programs
such as Microsoft Hotmail and Yahoo! mail also understand the HTML
option. On the other hand, if you know that the person reads mail with a
text-based e-mail program such as PINE, which is popular on UNIX sys-
tems, you should not set the HTML option, because HTML mail does not
display properly in a text-based e-mail reader. To send Outlook mail as
HTML, pull down the Format menu and select Rich Text (HTML). After
you select this option, you can put pictures in your e-mail messages. Be
aware, however, that including pictures in HTML mail messages makes
the files considerably larger and therefore take longer to send and receive,
especially for users with dial-up access.

Now that you know how to send and receive electronic mail, you are
ready to take advantage of the powerful capabilities of listserv, an
Internet service that uses e-mail protocols to distribute messages to lists
of users. The messages get served to everyone whose name is on the list,
hence the name listserv.

There are tens of thousands of listserv mailing lists that you can join. Al-
most every subject imaginable has a mailing list already set up for people
to receive and exchange information about that topic. When someone
sends a message containing new information to the mailing list, everyone
on the list receives a copy of the message.

Communicating Over the Internet
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Some listserv mailing lists are moderated, meaning that someone screens
incoming messages before they get distributed to the list. Most mailing lists
are not moderated, meaning that you can freely send messages. Some lists
are used only to distribute messages from the list’s owner to the members of
the list, and others let the members of the list participate in the discussion.
Listservs can be used to distribute electronic magazines called e-zines, in
which each new issue gets e-mailed to all the members of the list periodi-
cally. You can easily set up your own listserv mailing list, for example,
through which you could publish your own e-zine.

How to Subscribe to a Listserv Mailing List

Because a listserv uses e-mail protocols that virtually every user of the
Internet already knows, listserv is easy to learn and use. There are two
ways to subscribe to a listserv mailing list. First, many listservs have a Web
page where you sign up by filling out a form that prompts you for your
name and e-mail address. When you click the Submit button to submit the
form, your name gets added to the list. The second way to join a listserv
mailing list is to send its host computer an e-mail message saying you want

Subscribing to Listservs in Your Profession

Joining the right listserv is one of the most strategic ways you can keep up with what is happening in your pro-
fession. Following are instructions for joining some of the best listservs about the Internet.

NewsScan Instructions for joining NewsScan are provided in the section on “How to Subscribe to
a Listserv Mailing List.” If you have not already joined NewsScan, please do so. I consider it the best
single source for keeping up with what is happening.

Tourbus The best listserv for someone new to the Internet is Tourbus. Two times a week you will
receive in your e-mail a message giving you the scoop on search engines, spam, viruses, cookies,
urban legends, and the most useful sites on the Net. When this book went to press, 90,000 users
from 130 countries were riding the Tourbus. To subscribe, go to www.tourbus.com and follow the
onscreen instructions.

LockerGnome At lockergnome.com, you can subscribe to lists that will send you newsletters
containing tips, updates, and industry news for Windows, OS X, or Linux users. A list called
Mobile Lifestyle will send you news of MP3 releases, streaming video sites, online radio stations,
media player skins, Webcam pages, DVD reviews, and new multimedia hardware and software.
Tech News Watch includes the latest technology reviews, press releases, news, subscriber feedback,
and stuff that does not fit into any of the other LockerGnome newsletters. To subscribe, go to
www.lockergnome.com and follow the onscreen instructions.

Listservs in Your Discipline You can use the Web to find out about listservs across a broad range
of disciplines and professions. To search for listservs that interest you, go to the Liszt Directory at
www.topica.com, the CataList Catalog at www.Isoft.com/lists/listref.html, and the Tile.Net directory
at tile.net/lists.
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to subscribe. For example, suppose you want to join NewsScan, a listserv
that sends out news about new technology five times each week. To sub-
scribe to NewsScan, follow these steps:

I. Use your e-mail client to create a new message window.
2. Address the message to NewsScan@NewsScan.com.
3. Enter the word Subscribe into the subject field of the message.

4. Send the message.

Although most listservs send you a reply right away, do not expect to re-
ceive an instant reply because it may take a while for your new subscrip-
tion to get processed. Before too long, however, you will receive an e-mail
reply from the server letting you know that you are now subscribed to the
NewsScan mailing list. Read the first message carefully. If you subscribed
via the Web, the first message may instruct you to send a confirming e-mail
message. This confirmation prevents other people from impersonating
you and signing you up to the listserv. The first message also normally con-
tains the instructions for how to unsubscribe from the list. Therefore, you
may wish to file the first message to save these instructions for future use.

Because hundreds of thousands of people subscribe to NewsScan, it is
tightly controlled by the people who moderate it. NewsScan’s purpose is to
distribute technology news e-zine style rather than to host discussions via
the listserv. Therefore, if you try to post messages to the NewsScan listserv
after you join it, you will probably receive a reply that NewsScan does not
enable discussions among the members of the listserv.

Receiving Listserv Messages: Remember to Lurk

The easiest part of belonging to a listserv is receiving the messages it sends
you. The messages sent by the listserv appear automatically in your e-mail
Inbox, where you read them like any other e-mail message. As illustrated
in Figure 3-11, the From field of your e-mail message will indicate that it
came from the listserv.

If you join a listserv that allows you to send as well as to receive mes-
sages, remember the advice that was provided in the Netiquette section at
the beginning of this chapter. Before you jump in and start originating your
own messages, remember to lurk for a while by reading without respond-
ing until you get the gist of the ongoing conversation. When you start send-
ing messages, make sure each message fits the topic or purpose of the
listserv. If the topic does not fit the purpose of the listserv, you should not
send it there.

If you do not want the messages from a listserv arriving in your daily
e-mail, you can use an e-mail filter to collect them and place them in a sep-
arate file for reading later. To do this, follow the instructions presented
previously in this chapter in the section on using mail filters.
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¥ MewsScan Daily, 7 November 2003 ("Above The Fold™) - Message (Plain Text)

File Edit Wew Insert Format Tools  Actions  Help -

GoRely | SRoReplyto Al 4G Forward | &) v X e-w-u 3,

) Extra line breaks in this message were removed, To restore, dick here,

This message came from—} From: MewsScan [newsscan@newsscan, com] Sent: Fri 11/7/2003 10:44 AM
the NewsScan listserv. To: Fth@UDel.Edu
Cies
Subject:  MewsScan Daily, 7 November 2003 {"above The Fold")
NewsScan Daily, 7 Novewber 2003 ("ibowve The Fold™) -

R R R R R R R R R R

News3can Daily is underwritten by BLG, a world-class organization mwaking significant
and sustained contributions to the effective management and appropriate use of
information technology. MNSD is written by John Gehl and Suzanne Douglas,
editorsiNews3can. com.

o o o o o ol o o o o o o o o o o o o o o o

"AROVE THE FOLD™
FTC Takes Aim at Messenger Pop-Ups
New Google Feature Offers Search Alternative
T.3. Households Hit the Delete Eey
Penn 3tate 3S3tudents EBlast Napster Deal
Playing Games on the Job Could Boost Productivity
CQops! Microsoft Drops the Ball on U.E. Hotmail Domain

FEATURES
Flash Card
Worth Thinking About: Terra Incognita

FTC TAEE3 AIM AT ME3SENGER POP-UP3

The Federal Trade Comnission has ohtained a temporary restraining order
against D Sguared Solutions, accusing it of "high-tech extortion”™ for its
annoying marketing campaign, which bombards Microsoft Windows users with
pop-up ads touting its $29.95 pop-up blocker software designed to prevent
such intrusions. The company set out "to create a problem for consumers and
then try to charge them for a solution," said Howard Beales, head of the
FTC's consumer protection unit. The FTC is seeking to recoup "hundreds of
thousand=" of dollars that beleaguered consumers paid to I Sguared
SGolutions for the ad-blocking software. The ads take advantage of a
security feature in Microsoft's Windows Messenger service that was
originally designed to ensble corporate network administrators to send
internal messages. These messages are different from the ones imposed on
users who wisit a Web site, said Beales. "What we are challenging is this
'backdoor' kind of advertising, particularly when it is done in a way and
with a fregquency that threatens to impair consumers' sbility to use their
computers. ™ (Los Angeles Times 7 MNov 2003) http://www. latimes.comdtechnologys la-fi-
popup?novl?, 1, 2914655, story?coll=1la-headlines-technology

NEW GOOGLE FEATURE OFFERZ 2EARCH ALTERNATIVE

Google unveiled itz Google Deskbar (toolbar.google.comwddeskbar), which
enables users to search the Web guickly without ewer launching a Web
browser. The Deskbar appears as a search box in the Windows toolbar. Users
type in their keywords and results appear in a resizable miniviewer screen,
which can transport the user directly to the desired Webh site. The box can
he tailored to search Google non-U.3. sites, Google News, Google Images and
custom sites as well. The Deskbar is designed for computers running Windows

Z000 or XP, and is not compatible with Macintosh or Linux systems. (AP/Wall
Street Journal & Now 2003)
http:/fonline.wsj.com/article/0, ,3B106517236275821700, 00 . html (sub req'd) v

m You can tell that this message came from a listserv by looking at the From field,
which identifies the name of the listserv that sent this newsletter. ®

Responding to a Listserv Message

Responding to a listserv message is easy because the address of the listserv
is already in the From field or the Reply field of the listserv message. To re-
spond, simply press your Reply button, and enter your response just as you
would send an ordinary e-mail message. Remember that your reply will be
sent to lots of people, however, so make sure that what you write pertains
to the purpose of the listserv.

If you want to respond only to the individual who sent the message, re-
member to edit the To field so the reply will go to the sender instead of to
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everyone on the list. It can be embarrassing when a private message in-
tended for an individual gets copied to an entire list full of people.

Sending a New Message to a Listserv

When you join a listserv mailing list, you will be told how to address new
messages you want to send to the list. Because listserv addresses can be tech-
nical and hard to remember, it is a good idea to enter this address in your
e-mail client’s address book so you will not forget it. To send a new message
to the listserv, you send e-mail to this address just as if you were sending
mail to an individual user. Once again, please remember that your message
will be sent to lots of people; make sure it is a proper use of the listserv.

Filing Messages Received from Listservs

Occasionally you may receive a message from a listserv that you want to
file for later reference. Because messages from listservs arrive as e-mail
messages, you can click your File button and file them just like any other
e-mail message.

Pausing a Listserv

If you plan to be away from your computer for a while, such as on a vaca-
tion, you may want to send a command to the listserv to make it stop send-
ing messages to you. To pause a listserv, send it the following command in
the body of an e-mail message, leaving the subject blank:

SET NOMAIL
To resume the listserv, send the following command:

SET MAIL

Because there are several software packages listserv owners can use to
manage their listservs, not all listservs respond to the same set of com-
mands. If a listserv does not respond to the SET NOMAIL command, for
example, you may need to unsubscribe to get the listserv to stop sending
you messages and then subscribe again when you want to resume. If the
listserv has a Web site, look there for documentation of the features you
can use to control the sending of messages.

Finding Out Who Belongs to a Listserv

It is natural to be curious about who belongs to a listserv. When you send
messages to a listserv, everyone on the list gets a copy of your message. To
find out who is getting a copy, send the listserv the following command in
the body of an e-mail message, leaving the subject blank:

REVIEW listname
If that does not work, try:

WHO listname
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note Each listserv has two
addresses you will want to keep track
of. First is the listserv address, the
address to which you send your
Subscribe command. Second is the list
address to use when you want to send
messages to everyone on the list. The
listserv will tell you the list address in
response to your Subscribe command.
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note The Review and Who
commands must be sent to the listserv
address, not the list address. If you send
a command to the list address, every
member of the list will get it; this can
be embarrassing, and it marks you as

a newbie on the Net.

note Do not send the signoff
message to the list address. Doing so
will not unsubscribe you from the list.
Rather, your signoff message will go
to every member of the list, marking
you as a novice who does not fully
understand how to use a listserv.

Replace listname with the name of the list. The listserv will respond by
e-mailing you a list of its members, unless the list has a privacy policy not
to reveal the members of the list.

If the listserv does not respond to the Review and Who commands or if
you do not know the e-mail address of the listserv, try going to the listserv’s
Web site and looking there for documentation of the features you can use.

Receiving Messages in Digest Mode

Digest mode is a way of receiving several messages packaged in one e-mail
with an index at the top summarizing the subject and sender of each mes-
sage. If a listserv is full of activity, for example, and sends you several mes-
sages a day, you may prefer to receive one digest message instead of many
individual messages. To tell a listserv you want to receive the messages in
digest mode, send it the following command:

SET listname MAIL DIGEST

Replace listname with the name of the list. The listserv will begin send-
ing you a digest of each day’s messages. To end digest mode and make the
list send each message in a separate e-mail, send the listserv the following
command:

SET listname MAIL

Unsubscribing from a Listserv

Sometimes you join a listserv only to find that its content does not meet
your needs, or you get sent so many messages that you just cannot keep up
with them. In either case, you will probably want to unsubscribe from the
listserv. To unsubscribe, follow the steps in the message you got from the
listserv. Many listservs write unsubscribe instructions at the bottom of ev-
ery message so you can always find out how to unsubscribe.

If you subscribed from a Web site, you can probably fill out a form at the
Web site that will unsubscribe you. Otherwise, try sending an e-mail mes-
sage to the listserv address, which is the address you used when you joined
the listserv. Leave the subject line blank, and as your message, type
SIGNOFF followed by the name of the listserv.

Listserv Archives

Many listservs have archives in which the messages sent to the list are filed.
You can read and in many cases search the archives online. You can send
listserv commands to see the archives, or if the listserv keeps archives on
the Web, you can use your Web browser to inspect them. There is a Web-
based archive of the messages at the NewsScan listserv, for example; to see
them, follow this book’s Web site link to the NewsScan archive. Likewise,
there is an archive of the Tourbus listserv; follow the link to the Tourbus
archive to see the archived Tourbus messages.
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Listserv Command Summary

Table 3-1 contains a summary of some of the commands you can send a
listserv. For a more complete list, send the listserv the command LISTSERV
REFCARD. Remember that if you joined the listserv from the Web, the easi-
est way to send commands is probably by clicking the controls at the
listserv’s Web site. The trend is to put commands at the listserv’s Web site in-
stead of requiring you to send them via e-mail.

Setting Up Your Own Listserv

If you want to set up your own listserv, you can do so for free at a Web site
such as topica.com or groups.yahoo.com that offers free list creation. This
is one of the perks to keep people coming back to the site where they see the
commercial ads that pay for the “free” service. On the other hand, if you
want to avoid the commercial ads that appear on messages sent in a free
listserv, you can pay a fee to get an advertisement-free list. You can also
check to see if ad-free listservs are available from your ISP.

To set up a listserv you can get for free, follow this book’s Web site link
to setting up your own free listserv.

Listserv Command What the Command Does

SUBSCRIBE listname full_name Subscribes you to the list or changes the name under which you were
previously subscribed; replace full_name with your name.

SUBSCRIBE listname ANONYMOUS Subscribes you to the list anonymously, if the listserv allows that for this list.

REVIEW listname Requests information about a list, including who owns it and who
belongs to it.

SET NOMAIL Makes the listserv stop sending you messages. (To resume, send the
command SET MAIL.)

RELEASE Find out information about the listserv software being used to run this
listserv, and who maintains the server.

SIGNOFF listname Unsubscribes you from the list.

SET listname CONCEAL Hides your listing from REVIEWV.

SET listname NOCONCEAL Lets you be listed by REVIEW.

SET listname MAIL DIGEST Makes the listserv send a day’s messages in a single e-mail with a table of
contents at the top.

SET listname MAIL Ends digest mode and makes the listserv send you separate messages.

SHOW STATS Shows statistics about the listserv.

SEARCH listname keyword| <keyword2...> Search the listserv archives; for more search options, send the LISTSERV
REFCARD command.

QUERY listname Queries your set of options on the listsery; use SET to change them.

LISTSERV REFCARD Asks the listserv to e-mail you a reference card listing commands users can

send the listserv.

m Listserv Commands ™
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Wonderful as they may be, e-mail and listserv have some shortcomings. E-
mail is a great way for individuals to exchange messages with one another,
and listserv makes it easy to send mail to lists of people. But it is not easy to
maintain your train of thought in a conversation conducted via e-mail.
That is because e-mail queues up in your Inbox on a variety of topics, re-
quiring your mind to shift gears continually as you read mail on different
subjects.

Enter the USENET newsgroup, which is a resource invented in the late
1970s by students who wanted a better way to converse over the Internet on
specific topics. In the following tutorial, you learn how USENET newsgroups
enable users to hold virtual conferences over the Internet. You will find out
what newsgroups exist in your profession, learn how to join and participate
in a newsgroup, and know how to go about creating a new newsgroup.

For more background on how USENET started, follow this book’s Web
site link to USENET history.

Computer Conferencing

USENET newsgroups are based on the concept of computer conferencing.
Just as physical conferences are held on different topics around the country,
so does a USENET newsgroup concentrate on a given subject. Just as physi-
cal conferences consist of a series of meetings dealing with different topics
within the subject of the conference, so newsgroups divide into topics that
make it easy for you to participate in the discussion that interests you. The
main difference between a physical conference and a newsgroup is that the
Internet is bounded neither by time nor by space—anyone can participate in
any discussion at any time from any place where there is an Internet connec-
tion. Another advantage of newsgroups is that you can participate simulta-
neously in various discussions of different topics. At a physical conference,
on the other hand, you can attend only one session at a time.

Universe of USENET Newsgroups

There are more than 50,000 USENET newsgroups on the Internet. News-
groups have dotted names such as rec.bicycles.racing that describe what
the groups are about. The part of the name up to the first dot is known as
the prefix. Common prefixes are news for newsgroups that actually deal
with news, comp for discussions about computers, sci for science, soc for
social issues, talk for debates on controversial subjects, rec for recreation,
and misc for miscellaneous topics that do not fit into the other categories.

USENET Hierarchy

USENET newsgroups are organized hierarchically. Each newsgroup has a
list of topics. Under each topic is a list of subtopics. Under each subtopic
comes a list of messages that users have written in response to that subject.
By traversing this hierarchy with a newsgroup reader, you can quickly go
to any part of a newsgroup and participate in the topic of your choice.
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Messages written in a newsgroup are called post- Wi aRea e RuA et X
ings or articles. The articles look like e-mail be- Internet News Server Name
tween one user and another, but instead of just
being sent between people, the postings can be read
. Type the name of the Intermet news [(NMNTP) server pour Internet zervice provider has
by anyone in the world through a news server that given you
provides access to those newsgroups. News (NNTP) server:
| niews. horthpale. com
IF your Intermet service provider has informed pou that you must log on to your news
conﬁguring Your Newsgroup Client [NNTP] zerver and has provided you with an NNTP account name and password, then
select the check box below.
Before you can read news, you need to configure [ My news server requires me to lag an
your newsgroup client. To do this, you need to know
the name of your newsgroup server. It will be a do-
main name; if you were Santa Claus, for example, the
newsgroup server would be named something like
news.northpole.com. If you do not know the name TR e BT
of your newsgroup server, ask your Internet service
provider. Then get Outlook Express running, click IEETEEEREN  The Internet Connection Wizard helps you
the Tools button, choose Accounts, click the News configure your newsgroup client. In this step, the

tab, and click Add | News. Figure 3-12 shows that Wizard is asking you to type the name of your news server. If you do not

the Internet Connection Wizard begins to ask you a
series of questions.

I. The wizard asks you to type your name as you want it to be
displayed when you write a newsgroup message; type your name
and then click Next.

2. The wizard asks you to type your e-mail address. Do so and then
click Next.

3. The wizard asks you to enter your Internet news server name.
Type the name of the newsgroup server you received from your
Internet service provider and click Next.

4. Depending on how you are connected to the Internet, the wizard
may ask you some other questions; follow the onscreen
instructions to answer the questions.

5. When the wizard is finished, it asks you to click Finish to
complete the configuration. Click Finish.

6. When the wizard asks if you want to view the list of available
newsgroups, click Yes.

To learn how to choose a newsgroup from this list, proceed to the next
part of this tutorial, “Choosing a Newsgroup.”

Choosing a Newsgroup

Your Internet service provider subscribes to a number of newsgroups
from which you can choose one or more that you would like to read. To
select a newsgroup, you need to make Outlook Express list the names of
the available newsgroups. If you just ran the Internet Connection Wizard
in the previous section of this chapter, the list is already on your screen;
otherwise, in Outlook Express, click the icon next to the name of your

know what the name is, ask your Internet service provider to tell you. ™
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news server in the left-hand column, as shown in Figure 3-13. Then click

the Newsgroups button.

First select a newsgroup in the account tree.

¥ news.udel.edu - Outlook Express
Edit

: Ele Yiew Tools Message Help

P

Mew Post

)

% ev

Then click the Newsgroups button.

=

SendfRecy

W
Addresses

Folders
%3] Outlook Express
=63 Local Folders

&2 Inbox

Synchronize Account ] ’

Mewsgroups., ..

@ Outhox

Q@ Sent Ikems
3 Deleted Items
B Drafts
= % mail.udel edu
@ Inbox (7)
Q@ Sent Ikems
B} Drafts
B Trash

MNewsgroup

Unrgad Total  Synchronization Settings

‘You are not subscribed ko any newsagroups on this account,

Mot connected ko ‘mail udel edu’

@ Warking Online

m When Outlook Express displays the newsgroup options, click

to select a news server in the account tree, and then click the
Newsgroups button to see the groups on that server. |

When you click the Newsgroups button, Outlook Express downloads
all the available newsgroups and displays them for you, as illustrated in
Figure 3-14. To subscribe to a group, select it by clicking on it, and then
click Subscribe. You can narrow the list by entering a keyword in the box
labeled Display newsgroups which contain. To get the full list back, remove
the keyword. If you want to unsubscribe from a group, you can select it
from the list and click Unsubscribe.

You can narrow the list by entering a keyword here.

1% Newsgroup Subscriptions

Account(g]: Dizplay newsgroups which contain:

| [] &lzo search descriptions

niews.udel.edu

Al Subseribed Mew Subscribe
Newsgroup Dezcription ~
udel. food. proceszing -
Reset List
udel.foreign
udel. general
udel.hola
udel.ieee
udel. jfaculty
udel. lirx =
udel.math v
< >
[ Goto ] [ ak. ] [ Cancel ]

m When Outlook Express displays the list of available newsgroups, you

click to select the name of the group to which you want to subscribe
and then click the Subscribe button. ™
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To subscribe to a group you already know the name of, start typing the
name of the group to shrink the list. When you see the group you want, se-
lect it by clicking on it, and then click Subscribe. Click OK when you finish
choosing newsgroups.

In the list of newsgroups, you will see that the names of newsgroups are
grouped by title, using compound names such as rec.sport.basketball.college.
Here rec specifies recreational topics, sport specifies a subgroup of recre-
ation, and so on.

Good newsgroups to join first are news.newusers.questions and
news.announce.newusers, where you can read the articles about newsgroup
technique and Netiquette before you begin posting your own messages to
any newsgroups. If you have trouble using newsgroups, you can ask
questions in news.newusers.questions.

Reading a Newsgroup

Newsgroups are threaded. Each thread represents a different topic being
discussed in the newsgroup. To read a newsgroup, double-click the icon
next to your newsgroup server to reveal the list of newsgroups to which
you are subscribed.

In the list of newsgroups, click to select the name of the newsgroup you
want to read. Your computer contacts your ISP and downloads a directory
of the messages in the newsgroup; then the directory of messages appears
onscreen.

If a message has a plus sign alongside it, that means the message has a hi-
erarchy of other messages beneath it; click the plus sign to reveal the hier-
archy. Click the minus sign if you want to collapse the hierarchy.

New messages you have not read yet are printed in bold. To read a
message, double-click it. Outlook Express downloads the message and
displays it in a message window. To read the next message in the
newsgroup, click the Next button (up arrow); to read the previous mes-
sage, click the Previous button (down arrow).

To help you find your way through the newsgroup, Outlook Express
lets you sort the messages in a variety of ways, as shown in Figure 3-15. To
sort by subject, click the subject button; to sort by who sent the message,
click the From button; to sort by date, click the Sent button.

Responding to a Newsgroup

Responding to a newsgroup is a lot like responding to an e-mail message. The
main difference is that instead of being sent to an individual, your response
gets posted to the newsgroup. Some newsgroups are moderated, meaning
that someone looks over the messages you send to the newsgroup and makes
sure the messages fit the purpose of the newsgroup before they get posted to
the newsgroup. Many newsgroups are unmoderated, meaning that users can
freely write messages without any form of review or censorship.

The rules of Netiquette dictate that when you are first learning to use
newsgroups, you should write your test messages in the newsgroup
news.test. Subscribe to news.test now. If you have trouble, refer to the in-
structions in the previous section on choosing a newsgroup. Other practice

Communicating Over the Internet
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The plus sign means you can click Click here to sort by Click here to sort the
here to reveal additional items. the name of the sender. newsgroup by date.
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Greetings Brian, I agree with you that Microsoft Hotmail is very
convenient for people on the go. Tlike especially the POT option that

lets you read over the Web e-mail that gets delivered from your ISP
Hotmatl comes in handy espectally when wou travel to another city, where
vou can read your mail at a public ibrary or an Internet Cafe, or any
place where there's a computer connected to the Internet. To answer your
question: yes, there are other students who are using Hotrnail in this
course. Te find out whe, log on to the course, scroll down to the

control panel, and select the Class E-mail option. Then you can mouse
over the names to see who has Hotmal Enjow, Fred

| %

72 messagels), 70 unread @ ‘working Onling

m Outlook Express lets you sort newsgroup messages by subject, author, and
date. Click a plus sign to expand the hierarchy of messages, or click a minus

sign to collapse it. ®

newsgroups are at alt.test and misc.test. Following are the steps for writing
a message:

@ I. While reading the newsgroup message to which you want to
respond, click the Reply Group button.

2. If you want to reply to just the author, click the Reply button.
@ . ly to ju !
The mail composition window appears, with a blank message
automatically addressed.

|j 3. Complete the message as if you were creating an e-mail message,
and then click the Send button to send the message.

N ewngOUpS writing dumb stuff in
newsgroups now could reduce
Are Searchable your chance of getting a good
job later on. Anything you write in a
Remember that anyone can use Google | public newsgroup will probably remain
to perform a full-text search of anything | on the Internet forever. Never write
written in a newsgroup. Prospective anything in a newsgroup that may
employers, for example, can use Google embarrass you later on, and never write
to search newsgroups for things written | anything in a public newsgroup that you
by job applicants. It is possible that wouldn’t want the whole world to see.
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Creating a New Topic in a Newsgroup

While participating in a newsgroup, you may want to start a conversation
on a new topic. To create a new topic, enter the newsgroup in which you
want to create a new topic of conversation. Click the New Post button; a
mail composition window appears with a blank message automatically
addressed to the newsgroup. Complete the message as if you were sending
electronic mail, and click the Send button to send the message.

The next time you read the newsgroup, you should find your new topic
listed in the newsgroup’s hierarchy. If your topic is not there yet, it is possi-
ble that the server has not yet processed it, or in the case of a moderated
newsgroup, the newsgroup’s owner may have disallowed the topic. If your
posting is rejected, Netiquette calls for the newsgroup’s moderator to send
you an e-mail message to let you know why your message was not ac-
cepted into the newsgroup.

Finding Newsgroups in Your Profession

Go to cyberfiber.com for a comprehensive listing of USENET newsgroups.
Click the subject you are interested in to see an outline of newsgroups de-
voted to that topic. To join a newsgroup, just click it, and your Web
browser will automatically subscribe you and take you there.

Another way to find out about
newsgroups in your profession is to
use the Google USENET search en-
gine, which can perform full-text Microsoft Technical
searches of the Internet’s news-
groups. Chapter 2 provides detailed SUPPOI’t Newsgroups
information on how to use Google | An invaluable technical resource
to find out about information writ- | for IT professionals who are working
ten in newsgroups. When you find | with Microsoft products is the
the information you are looking | Merarchy ’ofnewsgroups hosted on
for, Google identifies the name of Mlcrosoﬁs newsgroup server at

. news.microsoft.com. To access the
the newsgroup it came from. Then
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Outlook Express Tools

menu, choose Accounts,

click News, and click the
Add button to bring up the Internet
Connection Wizard. Follow the
wizard’s instructions to create your
news.microsoft.com account. Then you
can click that account to peruse the
Microsoft newsgroups and subscribe
to the groups of your choice.

. Microsoft newsgroups, pull down the
you can subscribe to that news- f groups,p

group to explore more of the infor-
mation it contains. Google finds groups aligned to your topic as well as
threads and articles in other groups containing your search words.

Web-based Discussion Forums

Web-based discussion forums are an alternative to newsgroups. Like
newsgroups, forums have discussions that are organized according to
topic and subtopic in which users can participate much like a newsgroup.
Unlike newsgroups, however, forums are not cataloged as part of the pub-
lic USENET service on the Internet. What you write in a forum, therefore,
does not get searched by the USENET search engine described in the previ-
ous section.

Several examples of Web-based forums are linked to this book’s Web
site. Follow the links to some of the forums you will find recommended
there to experience what Web-based forums are like. Some of the more
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popular forums reside at the Motley Fool at boards.fool.com, where you
can search the forums for topics that interest you.

If you would like to host your own Web-based discussion, you can do
that at sites such as DelphiForums.com, where you can create your own
discussion forums on the Internet. Another popular free discussion host is
Yahoo! Groups at groups.yahoo.com. For others, do a Google search for
the keywords forum hosting.

Asyou learned in Chapter 1, keeping a weblog through blogging has become
one of the most popular ways of using the Web. There are two reasons for
its popularity. First, people like to keep diaries full of chronological entries
describing events that have taken place. Second, blogs are very quick and
easy to create. People who would become frustrated learning HTML, for
example, can easily create a blog, because the blogging tools prompt users
to type in their news and click a Submit button to trigger a server-side
process that automatically stores the content and creates the HTML
needed to display it onscreen. One of the most popular blogging sites at
www.blogger.com refers to this process as “push-button publishing for the
people.”

The popularity of blogging has given rise to a large number of blogging
sites. When this book went to press, there were 38,379 channels cataloged
at www.syndic8.com, which is a directory of XML- and RSS-driven
weblogs and syndicated newsfeeds. The mass-market popularity of these
channels has given rise to a large number of authoring tools. You can peruse
these tools by following this book’s Web site link to blogging. One of the
leading tool providers is blogger.com, which is owned by Google. Taking a
look at the tools and services available at blogger.com provides a good
overview of the kinds of services that blogging enables. At blogger.com
you will find

A template you fill out specifying where you want your postings
to appear and what style they should appear in.

A form you fill out to make a posting. This form-driven design
makes it possible for people who do not know HTML to create
weblogs. People who do know HTML can use it nonetheless.

A Publish button which, when clicked, FTPs the posting to the
site of your choice.

Free hosting services if you do not already have a Web site.

Depending on who defines it, RSS can stand for different things. In Chapter
1, for example, you learned that RSS stands for Rich Site Summary. In a
more technically correct sense, RSS stands for RDF Site Summary, where
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RDF stands for Resource Description Framework and specifies the XML
syntax from which RSS is derived. Not everyone likes these highly technical
terms, however. Less technical people say that RSS stands for Really Simple
Syndication. Whatever you call it, RSS has become very popular. It provides
a quick and easy way for Web developers to summarize what is happening
at their sites into a feed that can be channeled to other sites that want to dis-
play the news headlines with links to follow for more information.

RSS readers are available for all the major operating systems. Under
Windows, popular RSS readers include BlogExpress and SharpReader. On
the Macintosh, there is NetNewsWire. Linux users have an RSS reader
called Lifera. This book’s Web site provides links to these and other popu-
lar RSS readers. There is also a Web-based RSS reader called BlogLines
that enables you to read RSS feeds from your browser.

RSS files are sometimes called channels or newsfeeds. Whatever you call
them, they normally have either XML or RDF filename extensions. To
subscribe to an RSS feed or channel, you simply copy its link into your RSS
reader. You can often find a Web site’s RSS feed by looking for the icon
alongside a link to such a feed. To copy the link, right-click (Windows) or
CONTROL-click (Macintosh) this icon to pop out the quick menu; then
choose Copy Shortcut or Copy Target Address. To subscribe, paste the
link into the appropriate section of your RSS reader. In some readers, you
can drag the link from your browser to your RSS reader.

RC Chat Rooms

Chat rooms are places on the Internet where you can go to talk with other
users in real time. Following the metaphor for which this technology is
named, you imagine yourself entering a room in which you can converse
with other users you will find there.

One of the oldest and most established chat-room protocols is Internet
Relay Chat (IRC), which consists of several networks of IRC servers that
support chat on the Internet. The largest IRC networks are EFnet (the orig-
inal IRC net, often having more than 32,000 people chatting at once),
Undernet, IRCnet, DALnet, and NewNet.

IRC conversations are organized into channels. You can join one or
more communication channels and converse with other users who are sub-
scribed to the same channel. EFnet often has more than 12,000 channels.
Conversations may be public, allowing everyone in a channel to see what
you type, or private between only two people who may or may not be on
the same channel.

To connect to an IRC server, you must run an IRC client program. The
most popular clients for Windows are mIRC and PIRCH. On the Macintosh,
the IRC client is Ircle. You can download the client of your choice by fol-
lowing this book’s Web site links to IRC.

It is also possible to join an IRC chat through your Web browser. When
you enter an IRC chat through your browser, a Java-based IRC client is
downloaded automatically, without requiring you to set up anything special
in advance.
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IRCisnota game. The users you will meet there are real people, and you
should treat them with the same courtesy as if you were talking to them in
person. You should be aware that it is possible, however, for robots to en-
ter chat rooms and lead you to believe they are human.

This book’s Web site links to an IRC Help site. One of its subsites is an
IRC Prelude site for people new to chat rooms. Before you begin using
Internet Relay Chat, you should follow the links to the IRC Help site and the
IRC Prelude site and learn the rules of the road and the principles of IRC
Netiquette you will find there. Then you will be ready to visit CityLive,
IrCQ-Net, and other chat networks linked to this book’s Web site.

Instant messaging (IM) is a real-time communication protocol with which
you can send and receive instant messages over the Internet. An instant
message is an electronic notification that appears on your computer screen
automatically to notify you that an important message just arrived in your
e-mail or someone wants to talk with you now or something just happened
that you wanted to know about, such as the value of one of your stocks
moving up or down on the stock market.

To prevent instant messaging from becoming a free-for-all in which
anyone on the Internet could interrupt your work instantly, you use a
buddy list to identify the people who are allowed to contact you. When
you are online, your buddies can send you instant messages, and you can
chat with them live over the Internet. If you are busy working on some-
thing that you do not want interrupted by an instant message, however,
you can set your busy flag. If someone sends you an instant message while
your busy setting is on, the person will be told you are busy, while you con-
tinue working uninterrupted.

Instant messaging has become so popular that its acronym IM has be-
come a verb, which is pronounced eye-emm. To IM someone means to
send them an instant message over the Internet.

There are four major brands of instant messaging: ICQ, AOL Instant
Messenger (AIM), Microsoft’s MSN Messenger, and Yahoo! Messenger.
When this book went to press, AOL dominated instant messaging with
100 million users worldwide. The AOL-owned ICQ had 68 million users,
MSN Messenger had 66 million, and Yahoo! Messenger 36 million. Ac-
cording to Nielsen/NetRatings, MSN Messenger had the highest growth
rate, having grown 21 percent over the previous year, while Yahoo! Mes-
senger grew by 11 percent and AOL increased 2 percent.

As audio and video technology progresses, IM clients are beginning to
support multimedia. In a multimedia chat, users who have microphones
and speakers can talk out loud to each other and hear what the partici-
pants are saying. Users with cameras attached to their computers can ap-
pear on the screen of the people they are chatting with. Multimedia chat
requires a much higher bandwidth than text-based chat, however, and
many users do not have fast enough connections for real-time video. Not
to worry, because text-based chat offers a lot of functionality for getting
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your message across. Even if you have a slow connection that does not
have enough bandwidth for multimedia, you will be happy to discover
how effective a plaintext-based chat can be for conversing with other users
over the Internet.

When you are deciding which brand of instant messenger to use for your
own chatting, you need to consider the fact that the different brands do not
interoperate with each other. AOL Instant Messenger chatters, for example,
cannot use AIM to chat with Microsoft’s MSN Messenger users. When you
choose an instant messenger, therefore, you need to use the brand where
your friends are or convince your friends to get the brand you choose.

ICQ

True to its name, ICQ (pronounced I Seek You) is an instant messaging ser-
vice that lets you contact people you want to chat with on the Internet and
create peer-to-peer communication channels that are quick and easy to
use. The latest version adds a file-sharing option for setting up a folder on
your PC in which you can share files with your buddies.

ICQ provides a contact list in which you keep the names of the ICQ us-
ers with whom you want to be in contact. You can add more friends or
business associates to your contact list at any time, or you can remove peo-
ple when you no longer want them to contact you. Figure 3-16 shows how
ICQ displays the names of your buddies who are online. You can use the
rich set of Send options in Figure 3-17 to send messages, files, Web pages,
or greeting cards to your friends. Figure 3-18 shows that you can TXT
your friends via the Short Message Service (SMS), which is a protocol for
sending text messages to mobile phones. ICQ also lets you keep a to-do list
and set alarms that will remind you to perform a task or help you remem-
ber something important, such as your wedding anniversary. When this
book went to press, a tool was being tested that would permit ICQ users to
communicate with AOL Instant Messenger users. For more information,
g0 t0 WWWw.Icq.com.
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m When you type an SMS message, try to fit what you have to say in a single
transmission instead of sending lots of shorter messages. The sentences

illustrated here, for example, could have been sent in separate messages, but that would have
created an extra round trip, making the transmission take longer than a single message. ®
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AOL Instant Messenger

As you might expect, AOL, which is the largest Internet service provider,
has the largest instant messaging network. AOL subscribers access it via
the Buddy List feature. Other users can participate via the AOL Instant
Messenger (AIM) product, which is available to anyone, not just AOL
members. Especially popular is the AIM Express version, a Web-based
AIM client with which you can IM from any Web-connected computer.

This icon indicates that the
conversation is encrypted.

» AlMUser - Instant Messag

File Edit Insert People

=0l ]

Al User's Warning Level: 0%

Santa: \YWhat do you want for Christmas?
Elvis: Surprize me. You decidel

A F |40 A% B 7 U Ik @ & 8

— O Encrypted conversation. Messages from "Santa" are signed

by Banta Claus, America Online Ine.

18 .4, 2 8 A

Wwarn  EBlock | Add Buddy Talk  Getinfo

m AIM gives you the option of encrypting

and digitally signing your messages.
You should consider using this option whenever you send a
message that needs to be kept private. Chapter |3 shows you
how to get your own digital signature. ™

You can use AIM to accomplish the following tasks over the Internet:

Receive instant notification when you have mail,
your stocks move up or down, or a specific friend
or family member comes online.

Send instant messages.

Share pictures, sounds, and animation with people
on your AIM buddy list.

Talk live with your friends and family through your
computer.

Chat with friends and family or people with similar
interests.

Stay on top of the news and stocks.
Use IM Forwarding to deliver messages to your cell

phone when you are away from your PC.

The latest version of AIM has an encryption feature

Specify Mobile Mumber
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m You can use AIM to

send a message to a
mobile phone number. If you assign a name to
the mobile phone number, it appears in your
buddy list, as illustrated in Figure 3-21. =

so you can send encrypted messages and files. The chat
in Figure 3-19 is using this encryption option. Notice
that the messages are digitally signed.

£ AlMUse -0l x|

My AIM  People  Help

AMUser's Buddy  (FIE )

~ Buddies {1/1)

" Santa Claus”
+0122612251225
Service: Mobile, Internet

Warnings: 0%
Cnling time: 5 minutes

& TS

I Chat rite Info Setup

EES

Read  Today  fwway  Prefs

3.00 IMDEX:IMX 950,25 -
Frices delayed at least 15 min.

When this book went to press, AIM
was beginning to support interactive
game-playing as a way to increase its pop-
ularity. Figures 3-20 and 3-21 show that
you can AIM your mobile buddies. Go to
www.aim.com if you want to get started
using AOL Instant Messenger.

Microsoft MSN Messenger Service

Microsoft markets its MSN Messenger
Service as a great way to make free
phone calls to your friends and family.
All you need are a Passport or Hotmail
account, a multimedia PC, a 28.8 Kbps
modem or faster, a sound card, speakers,

m Mobile buddies

appear in your
AIM buddy list. Hovering over a mobile
buddy pops out an alert showing how
long your buddy has been online. =
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a microphone, and Internet access. MSN Messenger Service supports
the following features:

Voice calls with microphones Call PC to PC or PC to phone
anywhere in the United States or Canada. This feature is not
available, however, to users who are behind a firewall or a router
that blocks these kinds of binary transmissions.

Online status and instant message exchange See when your
friends are online and exchange instant messages with them. You
can chat with up to four friends in the same message window.

File sharing Trade pictures, music, documents, and more—right
from MSN Messenger Service.

Reaching beyond computers You can send messages to pagers
and cell phones.

Automatic typing indicator To help keep you from interrupting,
MSN Messenger Service shows you when one of your friends is
typing a response.

Customization Change font styles and colors. Choose your own
system sounds.

Emoticons Express yourself with pictures like :) and ; -).

Games The latest version has free games, including tic-tac-toe
and checkers.

Information On Demand There are tabs to display MSNBC
news, weather, and traffic reports.

Webcam Users with high bandwidth can use a video webcam
option powered by Logitech.

Figure 3-22 shows an MSN Messenger chat in progress. MSN Messen-
ger has built-in support for COPPA, the Child Online Privacy Protection
Act, which allows you to control whether or not your children can use the
service. For more information, go to messenger.msn.com.

Yahoo! Messenger

If you are a Yahoo! devotee, you may wish to consider using its brand of in-
stant messenger, called Yahoo! Messenger. It lets you access information
throughout the Yahoo! portal, and it supports multiparty voice conference
calls with hands-free full-duplex conversation. Full-duplex means you can
talk and listen at the same time. Users with high bandwidth can use a Super
Webcam feature to engage in broadband video messaging at speeds up to 20
frames per second. The search tool enables IM users to look up movie list-
ings and restaurant addresses, which display as clickable links in the chat

39
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m MSN lets you play fast-paced games with your buddies. In this example, two users have decided to play a game of
Tic-Tac-Toe over an aquarium background. Other games include Solitaire Showdown and Mindsweeper Flags. ™
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hiteboarding, Audioconferencing,
.and Videoconferencing = .. s
It is not always enough just to see what the other users are typing in a con-
versation. Sometimes you want to see other information that is on their
screen as well. For example, a group of professionals collaborating on an
economic model might want the conversants to be able to see a spread-
sheet, play what-if games, and work together to evolve the best business
plan. Distance-learning students collaborating on a scientific research project
could similarly benefit from being able to contribute data from remote
locations and view the results on a screen shared across the network. The
type of computer program that enables remote users to share a common
screen across the network is called whiteboard software, and the act of
sharing such a screen is called whiteboarding.

Audioconferencing adds an aural dimension by enabling you to hear
what people are saying into a microphone during a conversation, and with
videoconferencing, you can see them as well. Virtually every computer
sold today comes with a microphone and speakers that can be used for au-
dio conferencing. For less than $50, you can add a camera to your com-
puter so participants can see as well as hear you during a conference. In a
videoconference, each person’s PC has a video camera and a microphone
attached to video and audio adapters that digitize what the camera sees
and the microphone hears. Because digital audio and video transmissions
contain many more bits of information than textual communications, you
need a faster connection to the Internet than is required for text-based
chat. A lot of research and development is being done on compressing au-
dio and video to make them require less bandwidth, however, and hope-
fully videoconferencing will become more widespread when the cost of
transmitting it decreases.

In the meantime, if you try to use more bandwidth than your local com-
munication line can handle, you will notice your service degrade. Some
day, as the Internet continues to develop, everyone will probably be able to
use audio and video without worrying about bandwidth limitations. Until
then, a good rule of thumb is to use text-based chat unless you really need
audio and not to use video unless the participants really need to be able to
see what you are doing on camera. If you need to use a camera but do not
have enough bandwidth for the audio to work uninterruptedly, try turning
off the audio channel and use text-based chat in combination with the
video. Although the video frame may not update very often under these
conditions, it will not be as disturbing as an audio channel that keeps drop-
ping out due to low bandwidth. Many corporate intranets, on the other
hand, have high-speed connections that permit the use of high-quality
videoconferencing. If you are fortunate enough to be on such a LAN, you can
enjoy today the full benefits of the emerging videoconferencing technology.

More than 8,000 companies are using a Web-based whiteboard and
computer-conferencing service created by WebEx. Based on industry stan-
dards for scalable distributed networks, the WebEx platform has grown

Communicating Over the Internet
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rapidly because it integrates well with any Web-based environment. Fea-
tures include the real-time sharing of applications, presentations, or docu-
ments as well as Web co-browsing, live chat, record and playback, remote
control, and file transfer. Figure 3-25 shows that files and applications on
any participant’s desktop can be opened and shared in real time during a
WebEx meeting. Figure 3-26 shows that you click the WebEx Video tab to
view live video images of the participants who have cameras.

Because the system is Web-based, WebEx can be used by Windows,
Macintosh, and UNIX users to collaborate on applications running on dif-
ferent platforms. Spontaneous presenter delegation enables any one of the
participants to become the presenter and share applications and data resi-
dent on their desktop. For more information, go to www.webex.com.

One of the first videoconferencing applications on the Internet was
called CUseeMe. CU stands for Cornell University, where the software
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m With WebEx, presenters can show documents, run applications, and remotely control the participants’ computers.
During a meeting, you can use the drawing tools to make annotations that all the participants will see. =
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was developed. Since then, CUseeMe grew into a large family of prod-
ucts aimed at a broad range of users from homes to schools and busi-
nesses. In 2003, a company called CUworld was formed through
acquisition of the consumer business of the former CUseeMe Net-
works. The new CUworld service is found online at www.cuworld.com,
where anyone can get a free guest membership.

At CUworld, videochats are organized in channels around a central in-
terest theme such as Family, Relationships, Sports, Teens, Travel, and
Women. Within each channel you can visit existing videochat rooms or
create your own room to discuss a topic that may not already be listed.

Because video requires high bandwidth, CUworld uses a network of
Internet reflector sites that handle routing and trafficking problems. The
frame rate depends on traffic, and rarely do you get the smooth, full-motion
video you are used to on TV, but a new frame comes often enough to give
you a good idea of the other person’s appearance and body language. To
learn more, go to www.cuworld.com and check it out.
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Take WebEx for a Free Test Drive

You can experience the power of WebEx first-hand by getting a free demo delivered live by WebEx representa-
tives. You do not need a video camera to do this. Follow these steps:

1. Go to www.webex.com and follow the link to join a live demo.

2. When you get a screen asking you to choose a region, such as North America, Europe, Australia,
or Asia, click the region that represents your locale.

3. You will be given the option of joining a live demo now, which repeats every 30 minutes, or you
can sign up for a more detailed overview at a specific date and time. For the purpose of this exercise,
choose the option to join a live demo.

4. You are served a form on which you must enter your first name, last name, and e-mail address. Fill
out that information and click the Join Now button.

5. At the prompt to install the WebEx client on your computer, follow the online instructions to install
this browser plug-in. On my computer, this installation took three minutes over an ISDN line.

6. When the WebEx Meeting Manager appears, follow the onscreen instructions to join the
demonstration, and enjoy your journey into videoconferencing!

H.323 Multimedia
Communication
Standard

H.323 is a standard for transmitting
multimedia communications, such

as audiovisual conferences, across a
packet-switched network. Ideally,

such a standard should enable Internet
users to participate in the same
conference, regardless of their specific
brands of videoconferencing software.
With today’s products, however, you

NetMeeting and LiveMeeting

When this book went to press, Microsoft was in the process of
transitioning from NetMeeting to LiveMeeting for its videoconferencing
software. Introduced in 1996, NetMeeting worked its way into the Win-
dows operating system, where it became part of Windows 2000 and Win-
dows XP. For earlier versions of Windows, NetMeeting was freely
downloadable. Known especially for its integration with the Microsoft
Office programs, NetMeeting enabled users to call each other over the

generally need to be using
the same brand to participate
in a videoconference. As
videoconferencing products continue to
emerge, it is hoped that the vendors will
make them truly interoperative, although
the market-driven pressures that cause
vendors to differentiate their products
may make this interoperability
impractical to achieve. You can read

the H.323 standard by going to the
International Telecommunications Union
(ITU) at http://www.itu.int and searching
for H.323.

Internet, using the H.323 calling
protocol. Figure 3-27 shows a
NetMeeting session in which three
users are discussing the design of a
PowerPoint presentation.

In 2003, Microsoft purchased a
videoconferencing company
named Placeware and renamed
the product LiveMeeting. By the
time you read this, LiveMeeting will
be integrated throughout the
Microsoft Office suite, much as
NetMeeting was in previous ver-
sions of Windows. To learn more, go
to www.microsoft .com/livemeeting.
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m You can use Microsoft Office to make audiovisual conference calls when you want to collaborate with colleagues over the
Internet. In this example, three developers in remote locations are consulting on the design of a PowerPoint presentation.
Each developer sees the Whiteboard window, the Chat window, and the PowerPoint window. The moderator uses the Online Meeting toolbar to

control the meeting. ™

If your career goal is to become an IT professional, you need to be pre-
pared for the possibility that you may someday need to log on to a legacy
system that does not have the multimedia communication capabilities pre-
sented previously in this chapter. To log on remotely to such a legacy sys-
tem, you use the telnet protocol, which enables individual users to log on
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to remote host computers on the Internet. Once you are logged on, you can
access the services provided by the remote host.

When you telnet to a remote host computer, it prompts you for your
user name and your password. Some hosts allow an anonymous login.
When prompted for your user name, you type anonymous or guest, and
when prompted for a password, you either type nothing, you type guest, or
you follow the procedure specified wherever you found out about the site.
After you log on as an anonymous user, you can access the remote host’s
public resources. To access private resources, on the other hand, you need
to log on as a specific user in an account that is permitted to access the de-
sired resource.

Telnet can save you money on long-distance telephone charges. Sup-
pose you live in Philadelphia and you want to log on to a remote host com-
puter in Los Angeles. Instead of dialing up to the remote host in Los
Angeles, you can telnet there to avoid the cost of the long-distance tele-
phone call. You pay only for your existing Internet connection from your
Internet service provider.

Running a Telnet Client

The software that enables your computer to telnet to other computers on
the Internet is known as a telnet client. Your computer may already have a
telnet client program installed on it. For example, all Windows users have
a telnet client program called telnet.exe. To run it, you click the Start but-
ton, choose Run, and then type telnet and press ENTER. If your computer
does not have a telnet client, contact your ISP and ask about getting a
telnet client for your computer at little or no cost.

As the Web increases in popularity, telnet is becoming less important as a
way to find information because it’s easier to query databases by using
graphical tools on the Web than to type commands at a telnet prompt. Nev-
ertheless, telnet remains an essential Internet resource, especially for pro-
grammers and developers who use telnet to log on remotely and perform
operational tasks to manage Web sites and keep servers running properly.

Setting the Local Echo Option

When you visit a telnet site, you might not see printing on your screen
when you type keys on your computer keyboard. This happens when
telnet sites do not echo the keys you type. To solve this problem, pull down
your telnet client’s Preferences or Settings menu and choose the Local Echo
option. If your telnet client is command-line based, type the command set
localecho and press ENTER.

Freeing Up the Remote Connection

When you finish using the remote computer, you should close your telnet
connection to free up resources for other users who may want to connect
there. To close a telnet session, type logout (or quit, close, exit, or bye, de-
pending on the conventions followed at the remote host) and press ENTER.
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Telnetting to the Weather Underground

You can use telnet to log on remotely to any other computer on the Internet. All you need to know is the com-
puter’s IP address or domain name. If the remote host does not support anonymous login, you also need an ac-
count (i.e., user name) and password to log on.

Suppose you want to log on remotely to rainmaker.wunderground.com to get your local weather report.
Follow these steps:

1. Get your telnet software running. If you have Windows, for example, click the Start button, choose
Run, and then type telnet and press ENTER.

2. To see a list of the telnet commands, type Help and press ENTER. Peruse the list of commands to
see the kinds of things you can do, but do not enter any commands yet.

3. The command that connects you to a remote host is called open. To telnet to rainmaker, type the
following command, and press ENTER:
open rainmaker.wunderground.com

4. When the remote host responds, it provides instructions telling how to proceed. In this example,

follow the onscreen instructions to get a menu of the rainmaker options.

5. Choose the option to print the forecast for a selected city, and follow the onscreen instructions to
determine your state’s two-letter code and your city’s three-letter code. You need to know the city’s
three-letter code to print out its forecast.

6. The three-letter code for Philadelphia, for example, is PHL. New York City is NYC. Los Angeles is LAX.

7. When you finish checking the weather, follow the onscreen instructions to exit the program. To
make sure you are logged off, type close and press ENTER.

8. Now use your browser to go to http://rainmaker.wundergound.com and compare the difference
between accessing your local weather information via the legacy telnet program and accessing it
via the modern graphical Web interface.

In Chapter 1, you learned that FTP is the protocol for transferring files
over the Internet. The program you use to FTP files is called an FTP client.
There are two basic kinds of FTP clients: text-based command-line clients
and graphical user interface (GUI) clients. Prior to the invention of GUI cli-
ents, the only way to FTP files was to use the text-based commands. Today
most Webmasters use GUI clients, which enable you to FTP files by click-
ing and dragging onscreen controls. In Chapter 7, you learn how to use a
graphical FTP client to publish a Web site. This graphical FTP client is all
most users will ever need to know.

If you are studying for the CIW Foundations exam, however, you
should also learn the text-based commands, which you may encounter on
the exam. The reason Webmasters still need to know the text-based FTP
commands is that GUI clients may not be usable in some situations. If you
telnet to a legacy system from which you need to transfer a file, for exam-
ple, you might not be able to make the transfer with a modern GUI client.
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Instead, you may need to type text-based FTP commands to transfer the
files. This chapter concludes, therefore, by teaching you the text-based
FTP commands. If you are not studying for the CIW exam, you can skip
over the text-based commands and proceed to the Chapter 3 review.

Step-by-Step 3-3
FTPing a File on a Legacy System

Transferring a file via text-based FTP commands is  from other FTP servers on the Internet.

a nine-step process. The following example steps Remember that command-line FTP is needed for
you through using these commands to download a  legacy systems only. If you are studying for the
copyright form from the Library of Congress. After CIW exam, or if your career goal is to become
you work through this process, you can follow the = an IT professional, you can learn how to use
same procedure to download other kinds of files command-line FTP by following these steps:

Step | Bring up a command prompt on the computer from which you plan to issue the FTP
commands. If you have Windows, for example, you can get to a command prompt by
clicking Start | Programs | Accessories | Command Prompt. Do this now if you want to
work through this example on your computer.

Step 2  Go into the folder or directory into which you want to download or upload a file. To go
into a folder at the Windows command prompt, you use the command cd, which stands
for change directory. For help in using this command, type help cd and press ENTER.

Step 3  Type FTP and press ENTER to start the command-line FTP client. You should see an
FTP prompt onscreen. Type Help and press ENTER to see the available FTP commands.
Table 3-2 guides you in the most common uses of these commands.

Step 4  Use the Open command to connect to the FTP host on which you want to upload or
download a file. The command syntax is open followed by a space, followed by the
domain name or IP address of the FTP host. In this example, type open ftp.loc.gov and
press ENTER to connect to the FTP server at the Library of Congress.

Step 5 Log on to the FTP server. In this example, type the username anonymous and press
ENTER. You will be prompted to type your e-mail address as the password. Do this as
instructed.

Step 6  Navigate to the directory in which you want to upload or download a file. In this
example, type the command dir and press ENTER to list the available directories. To enter
one of these directories, you use the command cd, which stands for change directory. In
this example, type c¢d pub/copyright/forms and press ENTER. This takes you into the
folder that contains downloadable copyright forms from the Library of Congress. Type
dir and press ENTER to see the available forms.
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Step 7

Step 8

Step 9

You need to set the mode to ASCII or binary, depending on the kind of file you want to
transfer. ASCII is the default, which you use for text files such as TXT, HTML, and
XML documents. Use binary for images, audio, software, PDF, and DOC files. In this
example, type binary and press ENTER to set the mode to binary, because you will be
transferring a PDF file.

Use the Get command to download (or use the Put command to upload) the file you
want to transfer. In this example, type get formtxs.pdf and press ENTER. After the
file gets downloaded, use the Windows Explorer to open it. What you downloaded
is the Library of Congress copyright form for registering nondramatic literary works,
including computer programs. If you ever write a computer program that you want
to copyright, you can use this form to register your copyright.

When you finish transferring files, go to your FTP prompt, type close, and press ENTER
to log off.

Command Description Example
open Open an FTP connection open ftp.loc.gov
close Close an FTP connection close
dir Print an index of the contents in the current directory dir
cd Change to a different directory cd pubs
cd .. Go up one level of the directory hierarchy cd ..
cd/ Go to the root directory of the FTP server cd/
ascii Set the transfer mode to ASCII, which is for plain text file types such as ascii
TXT, HTML, and XML
binary Set the transfer mode to binary, which is for non plaintext files such as binary
DOC, EXE, GIF, PG, PDF, and ZIP
get Download a file get formtxs.pdf
put Upload a file put formtxs.pdf
mget Get multiple files from the current directory of the FTP server mget *.*
mget *.pdf
mput Upload multiple files to the current directory of the FTP server mput **
mput *.pdf
help Print a list of all FTP commands or get help regarding a specific command Ee:p
elp ascii

m Legacy System FTP Commands ™
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Chapter 3 Review

Chapter Summary

After reading this chapter and completing the
step-by-step tutorials and Try This! exercises,
you should understand the following facts
about communicating over the Internet:

Internet Etiquette (Netiquette)

Netiquette is the observance of certain rules and
conventions that have evolved to keep the Internet
from becoming a free-for-all in which tons of
unwanted messages and junk mail would clog your
Inbox and make the Information Superhighway
an unfriendly place to be.

On the Internet, the term spam refers to unwanted
messages posted to newsgroups or sent to a list of
users through e-mail.

The best way to guard against catching a virus
through e-mail is never to open an attachment to
an e-mail message, especially if the attachment
has an executable filename extension.

To lurk means to participate in a conversation
on the Internet without responding to any of the
messages. It is good to lurk until you pick up the
gist of the conversation.

On the Internet, a flame is a message written in
anger. Peacemakers who work to diminish the
flames are known as firefighters.

Messages written on the Internet are normally
written in lowercase letters, with capital letters
appearing only at the start of the first word of each
sentence and on proper nouns, such as the term
Internet. WHEN YOU WRITE IN ALL CAPS, ON
THE OTHER HAND, YOU ARE SHOUTING!
On the Internet, shouting is almost always
considered poor taste, so do it sparingly, if at all.

Emoticons are combinations of a few characters
which, when turned sideways, conjure a facial
expression. The most common form of emoticon
is the smiley, which conveys a happy facial
expression.

To shorten the amount of keyboarding required
to write a message, some people use three-letter
acronyms, appropriately known as TLAs.

The Web’s official Jargon File site can teach you
how to understand some of the more commonly
used Internet jargon. In printed form, the Jargon
File is published as a book titled The New
Hacker’s Dictionary.

Electronic Mail

Before you can begin using e-mail, you must have
an account on the computer that hosts your e-mail
service. On the host computer, your account
consists of file space where your e-mail queues up
waiting for you to read it and a login procedure
that enables you to log on and access your files.

The software program you use to read your e-mail
is known as an e-mail client. The most popular
e-mail client is Microsoft Outlook, which

ships as part of Microsoft Office. If you use the
Microsoft Internet Explorer (IE) browser but

not Office, you’ll have a free version of Outlook
called Outlook Express.

POP stands for Post Office Protocol. True to
its name, POP was invented for delivering mail
post-office style from the server to your PC.

IMAP stands for Internet Message Access
Protocol. You can use IMAP when you want the
mail to remain on the server, instead of being
delivered physically to your PC. This enables you
to read your mail from different computers.

An e-mail signature is a block of text that is
automatically appended to the e-mail messages
you originate.

A mail attachment is a file you attach to an e-mail
message. When you send the message, the attached
file is sent along with it. You need to be careful to
avoid catching viruses from e-mail attachments
that people send you. Most virus scanners have
an option to scan incoming mail messages and file
attachments automatically; setting this option can
help you avoid opening a malicious message.

An e-mail address book can help you keep track
of the e-mail addresses of people to whom you
send mail. You can use a mailing list to send a
message to several people at once.



m To encrypt a message means to run it through an

encoder that uses an encryption key to alter the
characters in the message. Unless the person
wanting to read the message has the encryption key
needed to decode it, the message appears garbled.

Several Internet portal sites offer Web-based
e-mail services that enable you to read your
mail via the Web. Reading mail on the Web
is convenient because you can access your
e-mail from any computer that has a Web
browser and an Internet connection.

Listserv Mailing Lists

m Listserv is an Internet service that uses e-mail

protocols to distribute messages to lists of users.
The messages get served to everyone whose name
is on the list, hence the name listserv.

m Joining the right listserv is one of the most

strategic ways you can keep up with what is
happening in your profession. Some of the best
listservs for keeping up with what is happening
on the Internet are NewsScan, Tourbus, and
LockerGnome.

You can use the Web to find out about listservs

across a broad range of disciplines and professions.

To search for listservs that interest you, go to the
Liszt Directory at www.topica.com, the CataList
Catalog at www.lIsoft.com/lists/listref.html, and
the Tile.Net directory at tile.net/lists.

If you want to set up your own listserv, you can
do so for free at a Web site such as topica.com or
groups.yahoo.com that offers free list creation. If
you want to avoid the commercial ads that appear
on messages sent in a free listserv, you can pay a
fee to get an advertisement-free list.

Newsgroups and Forums

m  USENET newsgroups originated as a grassroots

effort by students who wanted a better way to
organize conversations over the Internet. The

hierarchical structure of a newsgroup mirrors

the manner in which physical conferences are

organized.

Newsgroups have dotted names such as
rec.bicycles.racing that describe what the
groups are about. The part of the name up

to the first dot is known as the prefix. Common
prefixes are news for newsgroups that actually
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deal with news, comp for discussions about
computers, sci for science, soc for social issues,
talk for debates on controversial subjects, rec
for recreation, and misc for miscellaneous topics
that do not fit into the other categories.

Messages written in a newsgroup are called postings
or articles. The articles look like e-mail between
one user and another, but instead of just being
sent between people, the postings can be read by
anyone in the world through a news server that
provides access to those newsgroups.

Responding to a newsgroup is a lot like responding
to an e-mail message. The main difference is that
instead of being sent to an individual, your response
gets posted to the newsgroup. Some newsgroups
are moderated, meaning that someone looks over
the messages you send to the newsgroup and
makes sure the messages fit the purpose of the
newsgroup before they get posted to the newsgroup.
Many newsgroups are unmoderated, meaning
that users can freely write messages without any
form of review or censorship.

Be aware that when you delete a message from

a public newsgroup, this will not necessarily
prevent it from going around the world, because
newsgroups get copied from node to node as

they make their way over the Internet. When you
delete a message, it gets deleted from your ISP’s
copy of the newsgroup, but that may be too late
to keep it from going around the world, and some
servers do not honor canceled messages.

You can find out about newsgroups in your field of
study or line of work by going to cyberfiber.com
or by conducting a Google USENET search.

Web-based discussion forums are an alternative
to newsgroups. Like newsgroups, forums have
discussions that are organized according to topic
and subtopic in which users can participate much
like a newsgroup. Unlike newsgroups, however,
forums are not cataloged as part of the public
USENET service on the Internet.

You can set up your own Web-based discussion
forum at DelphiForums.com and Yahoo! Groups
at groups.yahoo.com.

Blogging

Keeping a weblog through blogging has become
one of the most popular ways of using the Web.
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Tens of thousands of channels are cataloged at
www.syndic8.com, which is a directory of XML-
and RSS-driven weblogs and syndicated newsfeeds.

The mass-market popularity of these channels has
given rise to a large number of authoring tools.
One of the leading tool providers is blogger.com,
which is owned by Google.

Instant Messaging

m Instant messaging (IM) is a real-time
communication protocol that lets you send
and receive electronic notifications that appear
onscreen automatically to notify you that an
important message just arrived in your e-mail
or someone wants to talk with you now or
something just happened that you wanted to

Reading RSS Channels and Feeds
m  RSS stands for RDF Site Summary, where RDF

know about, such as the value of one of your
stocks moving up or down on the stock market.

stands for Resource Description Framework and
specifies the XML syntax from which RSS is
derived.

RSS has become very popular. It provides a quick
and easy way for Web developers to summarize
what is happening at their sites into a feed that
can be channeled to other sites that want to
display the news headlines with links to follow
for more information.

RSS readers are available for all the major operating
systems. Under Windows, popular RSS readers
include BlogExpress and SharpReader. On the
Macintosh, there is NetNewsWire. Linux users
have an RSS reader called Lifera. There is also

a Web-based RSS reader called BlogLines that
enables you to read RSS feeds from your browser.

RSS files are sometimes called channels or
newsfeeds. They normally have either XML
or RDF filename extensions. To subscribe
to an RSS feed or channel, you simply copy
its link into your RSS reader.

IRC Chat Rooms

m  One of the oldest and most established chat-room

protocols is Internet Relay Chat (IRC), which
consists of several networks of IRC servers that
support chat on the Internet.

The largest IRC networks are EFnet (the original
IRC net, often having more than 32,000 people
chatting at once), Undernet, IRCnet, DALnet, and
NewNet.

IRC conversations are organized into channels.
You can join one or more communication channels
and converse with other users who are subscribed
to the same channel.

Conversations may be public, allowing everyone
in a channel to see what you type, or private
between only two people who may or may not
be on the same channel.

m To prevent instant messaging from becoming a
free-for-all in which anyone on the Internet could
interrupt your work instantly, you use a buddy
list to identify the people who are allowed to
contact you.

m  There are four major brands of instant messaging;:
ICQ, AOL Instant Messenger (AIM), Microsoft’s
MSN Messenger, and Yahoo! Messenger.

m  The Short Message Service (SMS) is a protocol
for sending text messages to mobile phones.
Through SMS, you can IM a TXT message to
a mobile buddy.

Whiteboarding, Audioconferencing,
and Videoconferencing

m  The type of computer program that enables

remote users to share a common screen across
the network is called whiteboard software,
and the act of sharing such a screen is called
whiteboarding.

More than 8,000 companies are using a Web-
based whiteboard and computer-conferencing
service created by WebEx. Because the system is
Web-based, WebEx can be used by Windows,
Macintosh, and UNIX users to collaborate on
applications running on different platforms.

One of the first videoconferencing applications

on the Internet was called CUseeMe. The service
now is called CUworld, which was formed through
a corporate acquisition of the consumer business of
the former CUseeMe Networks. The new CUworld
service is found online at www.cuworld.com,
where anyone can get a free guest membership.

In 2003, Microsoft purchased a videoconferencing
company named Placeware and renamed the
product LiveMeeting. By the time you read this,
LiveMeeting will be integrated throughout the
Microsoft Office suite, much as NetMeeting was
in previous versions of Windows.
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m H.323 is a standard for transmitting multimedia ~ m When you visit a telnet site that does not echo the

communications, such as audiovisual conferences,
across a packet-switched network. Ideally, such

a standard should enable Internet users to
participate in the same conference, regardless

of their specific brands of videoconferencing

keys you type, you will not see printing on your
screen when you type keys on your computer
keyboard. To solve this problem, type the telnet
command set localecho and press ENTER.

software. With today’s products, however, you Transferring Files via Legacy FTP Commands

generally need to be using the same brand to -
participate in a videoconference. You can read

the H.323 standard by going to the International
Telecommunications Union (ITU) at www.itu.int

and searching for H.323.

Logging on to Legacy Systems via Telnet

m  To log on to a remote host, you use the telnet

Webmasters still need to know the text-based FTP
commands because GUI clients may not be usable
in some situations. If you telnet to a legacy system
from which you need to transfer a file, for example,
you may not be able to make the transfer with a
modern GUI client. Instead, you may need to type
text-based FTP commands to transfer the files.

. St ¥E m Before you start your FTP program, change into
protocol, which enables individual users to log the directory in which you want to transfer or
on to remote host computers on the Internet. upload a file.
= As the .Web inc.r eases in popularity, te!net is m Typing the Help command at an FTP prompt prints
becommg less BB PEIARANLE 1 &1 UL (50 find a list of all the FTP commands you can enter. For
information, because it’s easier to query databases more help about any specific command, type Help
by using graphical tools on the Web than it is to followed by a space and the name of the command.
type commands at a telnet prompt. Nevertheless, d b de o A bi
telnet remains an essential Internet resource for gou nfl.e e seflt ke' rgo fef'tlo SCII or binary, .
programmers and developers who use telnet to Aep en .mghondt fe lm E_ }116 you wafnt to tra?T er.
log on remotely and perform operational tasks SiH IS"IEX?F ;ﬁ; t’LW 1cd )}éouLuze R
needed to manage Web sites and keep servers suchas 1AL, ML, an ML documents. Use
: 1 binary for images, audio, software, PDF, and
running properly. o
Key Terms
account (9) firefighter (8) Post Office Protocol (POP) (10)
address book (/7) flame (7) spam (4)
e-mail client (/0) instant message (IM) (36) telnet (45)
e-mail signature (/6) Internet Message Access three-letter acronym (TLA) (8)
emoticon (8) Protocol (IMAP) (/1) whiteboard (41)
encrypt (19) lurk (7)
e-zine (22) Netiquette (2)
Key Terms Quiz
I. Coined by combining the words “Internet Information Superhighway an unfriendly place
etiquette” into a single name, to be.
is the observance of certain rules and 2. Unwanted messages posted to newsgroups or
conventions that have evolved to keep the et 6 v el e el
Internet from becoming a free-for-all in which ..
3. To means to participate

tons of unwanted messages and junk mail
would clog your Inbox and make the

in a conversation on the Internet without
responding to any of the messages. You receive
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and read the messages, but you do not say 8. The protocol was
anything in return. invented for the purpose of delivering mail

4. An electronic message written in anger is called post-office style from the server to your PC.
a(n) 9. The protocol was

5. . designed for situations in which you want the
few characters which, when turned sideways, ma‘il to remaiq on the server instead of being
conjure a facial expression. delivered physically to your PC.

6. To log on to the computer that hosts your e-mail 10 is the protocol that
service, you must have a(n) enables individual users to log on to remote
on that computer. host computers on the Internet.

7. The software program you use to read your
e-mail is known as an e-mail

Multiple-Choice Quiz

I. On the Internet, chain letters are considered to a. HTTP
be a form of b. IMAP
a. Advertising c. POP
b. E-commerce d. SMTP

c. Flame 7. On the Internet, what protocol does an e-mail
d. Spam client’s outgoing server use?

2. Which of the following was a hoax? a. IMAP
a. Love Bug b. POP
b. Netscape-AOL giveaway chain letter c. SMPT

c. Nimda d. SOAP
d. rotfl 8. In the Windows operating system, if you do not

3. The best way to guard against catching a virus have the Windows Explorer set to display the

through e-mail is never to open an e-mail entire filename, an e-mail attachment named
a. Attachment HAPPY.JPG.SCR will appear as follows:

b. Client a. HAPPY.JPG

c. Message b. HAPPY.JPG.SCR

d. Address book c. HAPPY.JPG Warning: This Could Carry a

4. Which of the following file types, upon simple Virus . .
opening, cannot by itself infect your computer d. HAPPY.JPG.SCR Warning: This Could
with a virus? Carry a Virus

a. DOC 9. To block mail from unwanted sources, you set
b. EXE up a
c. TXT a. Blog
d. VBS b. Digital signature
5. On the Internet, it is unethical to c. Mail filter
g e d. Mail folder
b. Firefight 10. Which Internet service uses e-mail as its
c. Lurk transmission protocol?
d. Spam a. Blog
6. In configuring an e-mail client, what protocol b. Listserv

should you use to read incoming Web-based
e-mail?

c. Newsgroup
d. Telnet
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Essay Quiz

I. Go to the Coalition Against Unsolicited Commercial Email (CAUCE) at www.cauce.org. What is the
latest news in their fight against spam? Follow the link to see how you can help, and consider whether
you should join CAUCE. Do you think you should join the organization? Would joining CAUCE be
strategic for either you or your employer? Why or why not?

2. Go to the CIAC hoaxes page at hoaxbusters.ciac.org, and scroll down to read about the latest hoaxes.
Which hoax do you think is the most dangerous to have circulating about the Internet? What kind of
damage could it do to the Internet and/or to your computer?

3. Go to the Bill of Rights and Responsibilities site by following the links in the “Netiquette” section of this
book’s Web site. Read carefully the Bill of Rights and Responsibilities for Electronic Learners that you find
there. Do you agree with all the items covered in this Bill of Rights? What do you disagree with? Do you
plan to abide by these guidelines? Do you think they leave out anything important? What else should be
covered in terms of policies and procedures for electronic communications in your school or workplace?

4. Reveal the full headers on an e-mail message that someone sends you. What additional information can
you glean from the complete headers as to who sent the message and how it was routed to your computer?
Do you think this could help you identify an attacker who sends harmful messages to you or to your
co-workers?

5. This chapter warns against viruses that can be transmitted in e-mail attachments. When this book went to
press, the most harmful virus that had appeared to date was the Love Bug virus. Follow this book’s Web
site link that monitors the latest viruses. What is the name of the latest virus to have appeared to date?
How does the virus work; that is, how is it transmitted, what triggers it, and what effect does it have on
the user’s files or computers? Do you think it is worse than the Love Bug virus? Why or why not? What
impact would this latest virus have on your coworkers if it attacked your school or workplace?

Lab Projects

* Lab Project 3-1: Creating a Listserv

A listserv provides any school or company with an easy way of communicating or discussing issues of
common concern to fellow employees via e-mail. Imagine that your employer has assigned you the
task of creating a listserv for your workplace. To create such a listserv, follow these steps:

I. Follow this book’s Web site links to one of the recommended sites that host listservs on the Web.

2. Peruse the site’s features and policies. If you do not like what you see, return to step 1 and choose
another site.

3. Set up the listserv, following the instructions at your chosen listserv hosting site.

4. Using your word processor, draft an invitation to send to your fellow employees, inviting them to join the
list. In this message, write step-by-step instructions for the employees to follow in joining your list. Save
the message on your hard drive.

5. Following the step-by-step instructions you wrote in step 4, join the list you created in step 3.

6. Test the listserv and make sure it works properly. To test the list, e-mail it a message. Use your e-mail

client’s Send feature to send the mail now instead of having it queue in your Outbox. Soon the message
you sent should appear in your Inbox. Open the message to make sure it arrived correctly.

If your instructor has asked you to hand in this assignment, what you will submit is the draft invitation
you created in step 4. Make sure your name is at the top of it; then save it on disk or follow the other instruc-
tions you may have been given for submitting this assignment.
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* Lab Project 3-2: Creating a Discussion Forum

Web-based discussion forums provide one of the most powerful yet easiest ways for the employees of a
workplace to communicate on topics of mutual concern. Imagine that your employer has just found out
about forums and has asked you to set up Web-based forum your fellow employees can use to discuss issues
of common concern with your employer. To set up such a forum, follow these steps:

I. Follow this book’s Web site links to one of the recommended sites that host forums on the Web.

2. Peruse that site’s features and policies. If you do not like what you see, return to step 1 and choose
another site.

3. Set up the forum, following the instructions at the forum site you chose in steps 1 and 2.

4. Using your word processor, draft an invitation to send your fellow employees, inviting them to join the
forum and participate in the discussion. In this message, write step-by-step instructions teaching your
coworkers how to participate in the forum. Save the message on your hard drive.

5. Test the forum and make sure it works properly. To test the forum, create a new topic in it. The first
message in a forum is normally a Welcome message that welcomes users to the discussion and states the
forum’s purpose.

6. Invite one of your fellow students or coworkers to the forum and ask him or her to write a response to
the message you wrote in step 5. Log on to the forum and see if you can read this response properly.

If our instructor has asked you to hand in this assignment, what you will submit is the draft invitation you
created in step 4. Make sure your name is at the top of it; then save it on disk or follow the other instructions
you may have been given for submitting this assignment.




