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Task 3 — Dougias Anderson, Teamn Leader
infernet, Email and Webpage Development

Phase one — Sending and recelving electronic messages (o-mall)

Training Concepts
1. Definition
2. Elsctronic mail (emall)
1. Definition

Electronic mall (email) is the process by which an individual sends » message
electronically. _

2. Electronic mal (email)

Unike regular mall where a lstier can only be addressed to one correspondent at a ime,
electronic mall ("email”) is a means by which one can send mall 0 one Or any numbers
of correspondents at the same time.  Although there are other devices that can be used
o send slectronic mail, we will restrict our discussion to more findamental means: the
computer and the telephone ine. To send an emadl, you nesd 10 have an electronic
sddress from which you can send as well as a unique address of your correspondent.

All emall addresses have three basic elements: ysemamefcOMDEnNY com

1. Usermame: identifies you or the person 1o whom you are sending e
emait: we will be sending email to the following users during our essrcles:
tesk301, task302, task303, tasic304, taskd05

2. @ "“at” symbol identifies the computer to which the cormespondence is

sent
3. company.com means the intemet Service Provider or your company
4 .com identifies the type of Intermnet Service Provider

The name before the "Q)" symbol identifies the recipient of the mall; & can be the
name of a person, & position, a department, or a company. For the sake of owr
demonstration, we are using usemames such as: taskd®1, taek302, task 303,
task304, and task305. These are also considered emall boxes. The
information that follows the "@" symbol identifies the compuler to which the
amal is sent



To conduct our training, we have established five emall accounts with the
inlamet Service Provider: access.com.eg. They are:

128k301ERncCess. com.og
task302fRaccoss.com.eq
1231303 Raccess.com.eq
task304qRaccoss.com.of
task)05Eaccess.com.oq

3 Hostnames

Host names refer to the host (@ computer or a company) 1o which the esmall is
sant. Furthermore, host or hostnames have Wwo parts: the spedific name of the
host (which can itself have many parts) followed by a period (a "dof™) and a suffix
indicating the "domain” classification of the host server, or in some cases, the
country of the server. Fuemﬂonnmhms«vhm
named access to and receive emaills as well as accees io the intemnet (Worid
Wide Web). Access is a commercial provider and therefore access.com.
Since access.com is in Egypt, R uses the suffix .eg. 'I'Incanu:hbmlurou'
internet Service Provider becomes: access.com.eg.

Other suffixes are:
edu (for educational institutions)
gov (for government)
mit  (for milkary)
net (for service providers ks MenaNet)
org (for nonprofit organization)

Countries aleo have suffoms, for example:
og (Egyp)

ca (Canada)
it (taly)
ja (Japan)



Netscape Communicator and Microsoft intemet Explorer allow you 1o read and send
email as well as suif the Web.

if you have used a computer {o type a letter, then you have most of the siilis
needed to send email. The only difference is that with regular mall you would
have to print out the letter and put it in a maibox, but with emal you press a key
or two and the letter is transmitted electronically to the emall bax of the recipient,
who can typically read your letter within a fow seconds



Practice Exercise 1.1. The ast and science of establishing a connection,
composing and sending an e-mall message

Step 1. Establishing a connection to your internet Service Provider
Preliminary steps in establishing a line connection to the inlemet. Establishing a
connection to the intemet consists of two simple procedures.

a. The easiest way is accomplished by double clicking on the “telephons and
computer shortcut® on the deskiop. This will lead t0 a pane where you will
be asked to input *a user name” in the top window and a “pessword” in he
lower window. The telephone number is usually pre-inserted but ¥ & is not,
you could type it in the third window. You then click on the bution thet says
“connect’ to connect to the server of your Internet Service Provider.

b. The second procedure consists of navigating through the Start bution, go
Programs, then to Window Explorer and then 10 the dial up option. You
can then click on the icon of your choice to establish a connection.

Step 2. Starting the emall session (10 minutes) :
a. Locate and click on the Netscape icon - the program will loed
b. Click on the ‘Communicator Option” on the menu bar 1o get 10 Messenger
Interface
Select “Message” oplion and demonstirate the concept and appliications of esmall

Step 3. Create and send an emall (2 hours) .
Insert the address of the correspondent

Either carbon copy or blind copy, and/or leave & blank

Enter subject in subject ine

Go to body of message and compose text

Press send

Use participents t0 send and receive e-mall messages

~epppEe

Practice Exercise 1.2. Forwarding an o-mall message

Stkep 1. Forwarding an emall message (26 minules)
Highlight the message, click on the forward button on the toolber to open a new window

that incorporates the oki message. Compose your message and send it off just e
sending reguler emall.

Practice Exercise 1.3. Reply 0 an o-mall message

Step 1.  Review messages received from other training participants (20
minutes).

Select a few e-mail messages and respond to them.

Exchange some correspondence with some of the participants.




Practice Exercise 1.4. Establishing an Address Book {40 minuies)

1.
2.
3.

Click on Communicator

Locate “Address Book” Option

Ciick on "New Card” Option - and demonstrate the concept of making a card
for each small account. Explain how these will be used ister to send emal 0
several people without typing in thelr individual emall addresses.

Ciick on “New List" Option and demonstraie how 1o ineert the five emal
addresses established earlier in the previous step (emall users - task301
through task305). Of course do not forget to give the “List” a name so you
can use il laler.

Send an email by using the “List Concept” to demonstrale how all your emall
will go to each user included in the List

Practice Exsrcise 1.5. Go the Infernet and exercies “browsing” (1 hour)



Computer Lab Session 1:
Electronic Mail as an Information Networking Tool

“The Internst mail system is, by far, the most importent of the verioss Intermet sarvices.
Every day, counsticss messages are sent from ons part of the Ilnternst to sncther and it isne
cxaggexation 30 sy the economy of the world is now dependont om luternet mail....
One of the most impostant wses of the Internet seall system is %0 allow poopls whe s aot
e ane snother 10 work together., Mtnmhmhm‘vlnm
who is thousands of miles away; somecne thoy may asver meet in paraon.”
Harley Halw, The jutarnet: Complate Reforevce

In Afirica, o-mail is 2ot 2 kooury but a bave necessity - much mere so then in Buege. The
main reason, says Ekong, is that other modes of telecommmnication as t00 costly for Africm
budgets. It takces tem mizmtes % read 2,000 words aloud, snd & tea-muinste voice phone call fom
the Netheriands %0 Gharm costs 34 USD. Aad althongh the fax machine is faster and chespar
(2,000 words in a compect font will take two minstes 0 send), the same opasation will il cest
7 USD. By contrast, aa ¢o-mail message of 2,000 words (sround 12 kilobytes er 96 kilobiss in
digits] terms), seat via 2 modem with 2 daroughput speed of 14 kilobits per secomd, will ke
seven seconds to reach Acom from Amsterdmn, sad cost 0,40 USD. What s sunwre, if the
telephone line is good, 8 28 k/s modem working ot fall speod will fiwther haive the trymemission
charge - meking it 175 times chosper tham 5 voice phone call acress the same distance. Ne -
wonder o-mail is 50 important 00 the developiag world - not lemst for the planet's  pocsust
continest. it is the only mode of intormational telecommmnication that Afvica cam affiond en aay

reasomable scale.
Mickiel Hegener, Telocommmmications in Affica - via internet in Particaler

Electronic mail (¢-mail) is used more than any other Intemet resource. For many people and
businesses—even in countries with full Internet access—e-mail is the only Internet service they
use. For those countries without fuil Internet access through an online service provider, o-mall
provides a cxitical link to the world-wide information network. Regardiess of whether & peraon
has full Internet access, leaming to effectively use e-mail services can save time sad money.
The practice exercises in this session provide basic skill development in weing clectoaic mail
sarvices 1o establish information networks, to collsborate with other agribusiness, industry and
inf .

. The overview for the practice exercises in Session 1 provides an introductory explanation
of c-mail addresses on the Internet.

. Practice Exercises 1.1 - 1.3 introduce basic computer and electronic mwil skills which cam
be used for information networking and applied business purposes.

. Practice Exercise 1.4 provides an opportunity to practice human networking skills and ©
Computer Training Exercises, Page |



*  establish e-mail contact with individuals of similar interests around the world..

. Discussion Exercise 1.5 considers how electronic mail can be utilized by trade and
professional organizations to promote agribusiness and general business development
interests in the West Africa region.

entitled Fraining Résources for Computer Lab Session:1: These resources can beused in

conjunction with the practice exercises in this training course; or for further independent study.

The additional resources include: )

«  Listof Country Level Domain Names

. A Beginner’s Guide to Effective E-Mail

. TxpsﬁothﬁmNeﬁMlMﬁioml

. List of African Full Internet & E-Mail Service Providers.

Computer Training Exercises, Page 2



Overnew: Electroaic Mail Addresses

m
In the practice exercises for Session 1, you will address, compose, send and reply w0 ommil
mesnges with other perticipants in this training workshop. These same skillls can bewed 0
establish networks and to exchange valuable information with other agribusiness and business
WwﬂmmﬁeWeﬂAﬁamnﬂWhm

Before beginning the practice excrcises, it is important 10 understand that every computer on the
Intemet has its own unique address, and every person who uses the Internet has their ovm user
identification (userid). You can send e-mail messages to anyone with an Internet o-mail address.
Once you know a person’s Internet address, you can send mail, transfer information or data files,
or have conversations with other agribusiness colleagues.

All Internet addresses follow the same form: the person’s user name, followed by sa @ character
(called the “at” sign), followed by the name of the computer. This form can also be expressed as:
userid@domain. Userid is the person’s name or user code. The part of the address afier the @

charactey is called the domain, and denotes the unique address of the computer machine on 'which
a person’s userid receives mail.

The domain style addressing acheme used by the Internet is broken into segments separstod by
peziods (). Each segment, or subdomain, has a meaning according %0 its order in the address. The
best way o understand a domain name is to read from right t0 left. The last subdomain on the
right, or top-level domain, is the most general and indicates the type of organization or the

country in which the computer is located. The subdomains to the left provide the name of the
specific computer and, in some cases, the name of the institution where the computer is located.
(Examples of organizational and geographical top-lcvel domains are illustrated in Figwe 1 and
Figure 2, respectively. A more complete list of country domain names is provided in the Trainieg
Resouwrces section of this guide.)

Computer Training Exercises, Page 3



QEHER-EHB-E &asaggg FEERgRER Qg:a:g

Here are two examples of Internet e-mail addresses: rtb@zamnct zx
bitfip@pucc.princeton.edu

In the first example, the person’s or organization's userid is znth and the domain refers to a
computer calied zammnet that is located in Zambia (zm). In the second example, the person or
organization's userid is bitfip and the domain refers to a computer called pucc that is located at
Princeton University (princeton), which is an educational institution (edi).

It is also possible to send the same e-mail message to two or more individuals or geographic
locations. When sending a message to multiple recipients, simply use a comma to separate the
individual e-mail addresses. For example, to send a message to both the 2nrb and bitfip addresses
listed above, simply separate the e-mail addresses with a comma:

mtb@wnnet.zm,bitﬁb@pwc.prineeton.edu'

Computer Training Exercises, Page 4



Practice Exercise 1.1 Compose and send an e-mail message.

Step 1. Login to your e-mail or Internet access computer account.

Step 2. Using a list of e-mail addresses provided by the trainer, address o-rnasil 40 cae or mowe
workshop participants. (If you are sending the message to more them oae person at
the same time, remember to use 2 comma between individual o-mail sddresses).

MS.MW;“«W&MWNM

Step 4. Compose an sppropriste message or ask an informationsl question related ® agribusiness
or business development concerns in the West African region.

Step 5. Send the e-mail message.

Practice Exercise 1.2 Forward an e-mail message.

Step 2. Forward a copy of the received message ¢o at least onc other training participast.

Prectice Exercise 1.3  Reply to an e-mail message.

Swz.hq-camplyo-milm hehdaueopjhcighﬂwhmlqﬂj;,-d
COmPOSE an appropriste response.

Step 3. Send the reply to the person who sent the original message.

Computer Training Exercises, Page 5



Practice Exercise 1.4 Compose and send an introductory e-mail message to
individuals of similar interests around the world.

Step l.Usmgaﬁﬂofe—ﬁaﬁad&mpmﬁdedbymemm,addrmﬁ&mﬂmmgewm
individual of similar interests in another country or region of the world.

Step 2. Utilize human networking, good intér-personal skills and appropriate business etiquette in
‘composing an initial introduction of yourself. (Always be polite!)

Step 3.-Compose an appropriate message or ask an information question related to agribusiness
or business development concerns in the West African region. (Remember to be
-gpecific in stating the purpose of your ¢-mail message and the type of information

Step 4. Send the e-mail message.

* Note: Please expect delays in receiving a reply e-mail. Delawmbecﬁcetoamnberof
_factors, including: differences in international time zones, delays in e-mail transmittal by
computer servers across the Internet, the business schedule of the person to whom the e-mail was
sent; andthedegneofcoupliwﬂonreqwndtoprovideana&qmmtom
information question.

Discussion Exercise 1.5
Using e-mail for agribusiness or general business development purposes.
Step 1. Consider the following questions: |

. How could the use of electronic mail enhance your trade, commodity or
professional association’s ability to gather and disseminate business information?

. How could your organization use e-mail to establish an information network
cither among its constituents or on their behalf?

. ldmﬂﬁmmmmhmmmwwm
whom you or your business associates would like to have an established e-mail
connection. What kind of information would you exchange? How could you
obtain these e-mail addresses?

. _ What are the biggest impediments to e-mail communication within your business
organization? country? West African region? How can these impediments be
addressed and resolved?

Computer Training Exercises, Page 6
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Computer Lab Session 2:
Electronic Mailing Lists

In'this session you will identify professional and world-wide information networks sicvant to
your interests.  You will also practice e-mail snd networking skills for interacting with other
agribusiness or business development colleagues beyond the West African region. The tool for
Mmﬁmghbdmfmmmwukuhmmﬂmk

-« - MWﬁrﬂzmm&mZu\mahﬁ;M
description of electronic mailing lists as well as some basic commands for oee of the
most prominent mailing list programs used on the Internet. (A more detailed comparison
of basic commands for other leading mailing software programs is included is the sectioa
uﬂiﬂdmm‘ﬁrwwwon).)

e  Practice Exexcise 2.1 provides practical examples of how t0 identify electrosic mailing
lists or discussion groups relevant %0 your professional and business ingerests. (For
additional information on selected mailing lists, you may also refer to the sections

-~ cutitied Training Resources for Computer Lab Session 5 sud Selected Guides 1o
Information Resowrces on the Internet.)

. Practice Exercises 2.2-2.5 provide practice examples of how to join an electronic mailing

. mmuunﬂvmdmhmnmum
archived discussions for substantive information or research topics.

. Discussion Exercise 2.7 considers how electronic mailing lists can be utilizod by

commodity, trade, business and professional organizations to promote agribwminess and
general business development interests in the West Africa region.

Computer Training Exercises, Page 7



Overview: Electronic Mailing Lists and Basic Commands
- .

it

Electronic mailing lists (also known as clectronic conferences, discussion groups, Listserv, ete. )
constitute one of the most popular methods of group communication and information
networking. Just like subscribing to an academic or industry journal of your choice, you can
participate in an electronic exchange of information, new ideas or the latest developments on a
specified topic;, such as-agribusiness, marketing, strategic planning, financing, or information
technology issues. There are literally thousands of these clectronic discussion groups! The trick
is to find the right discussion group for your professional or business interests!

. An.electronic mailing list is managed by a computer program. Although every mailing list has a
person who acts as an administrator, it is the computer program that actually maintains the
mechanical upkeep of the mailing lists (i.e., a list server). Theremﬂn’eeconmnmmlmghst
management programs: Listserv, Listproc and Majordomo. These programs automatically
d:sm'hneme-madmessageﬁomonemembetofammhnghsttoanothermembmmdm
same list.

Ta subscribe to.a mailing list, you simply. send an e-mail message to the computer program that
administers the list. When you subscribe to a list, your name and e-mail address are
automatically added to the list. You will receive a standard e-mail letter of welcome providing
important information about the list. You will also begin receiving all postings or mail messages
sent to the list by its membess.

You mey simply read or follow the exchange of clectronic discussion by list members, or join in
the discussion at any time. If you choose to respond to a particular message or discussion point,
you can send your response to the list (in which case, all members of the list will receive it), or
to an individual on the list. You can signoff (umsubscribe) from a list at any time. You can also
get a listing of all the members of a list and their e-mail addresses.

A&wofthe basiccommuﬁiﬂ)rtheﬁstsuvmailingpmgmuedaﬁibedbdow. (Detailed
- information and commands for other leading mailing software programs are included in the
section erititled Training Resources for Computer Lab Session 2.)

Subscribing ' :
To subscribe 1o a list, send an e-mail message to the listserv address with the subject line
blank and one line in the body of the messager:
SUB listname yourname
(where listname is the name of the list, and yourname is your first and last name)

Unsubscribing
To have your name removed from a listserv, send an e-mail message to the listserv

address with the subject line blank and one line in the body of the message:
SIGNOFF listname
(where listname is the name of the list)

Computer Training Exercises, Page 8
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Posting :
. 1f you have a comment or question that you wish to distribute o0 all rmembersof a list,
send it as e-mail to the list address for that list. Please note that the 13 st address is diffferent
from the listserv (program) address.
Review )
. To obtain individoal ¢-mail addresses and names of the mailing list subscribers, send
- e-mail message to the listserv address with the subject line blank ancll one line in the body
of the message:

REVIEW listname
(where listname is the name of the list)

Conceal
To hide your name from users issning the review command, scnd s e-mail mossage ©
the listserv address with the subject line blank and one line in the body of the message-
, SET listname CONCEAL

(where listname is the name of the list)

-- Digest :

To compile all messages posted during a given period of time (e.g. daily, weskly) and

i _send them to you as a single message with a list of subject headings at the wop. To use

this option, send an e-mail to the listserv address with the subject line blank sd one line
in the body of the message:

SET listname DIGEST
(where listnamse is the name of the list) o

Computer Traini ng Excrcises, Page 9



Practice Exercise 2.1
Use keyword searches to identify relevant electronic discussion groups.

Option 1. Conduct a keyword search to identify mailing lists relevant to your interests.
Step 1. Address an e-mail message to LISZTER@BLUEMARBLE.NET.
Step 2. Leave the subject line blank.

Step 3. The text of the message must read:
search keyword

(Replace keyword with your own search word, ¢.g. search Africa, search
Agribusiness, search Marketing, search Financing. Note that the use of quotation
marksfomancxactmatchofﬂ:ekeyword,b\_nisnotmandatory.)

Step 4. Send the message. Within a few minutes (sometimes longer) you will receive an excerpt

from the Listserv lists which pertain to your keyword search. The result will be a
. list of mailing lists, along- with relevant subscription information. -

Option 2. Conduct a keyword search to identify mailing lists relevant to your interests.
Step 1. Address an c-mail message to LISZTER@LISTSERV.NET
Step 2. Leave the subject line blank.

Step 3. The text of the message must read:
list global/keyword
(Replace keyword with your own search word, e.g. list global/Africa, list
global/Agribusiness, list global/business development.)

Step 4. Send the message. Within a few minutes (sometimes longer) you will receive an excerpt
from the Listserv lists which pertain to your keyword search. The result will be a
list of mailing lists, along with relevant subscription information.

Computer Training Excrcises, Page 10



Practice Exercise 2.2 Subscribe to an electronic discussion group

Oprion 1. Subscribe to an electronic discussion grosp of yowr choice.

Siep 1. From the Directory of Scholarly E-Conferences or list of mailing lists obtsimed in the
preceding exercises (2.1 and 2.2), review and select an clectronic discession growp
related to a business development, agribusiness or African policy topic of your
choice. Use the subscription information provided in the directory of e-
conferences or lists of mailing lists as appropriate.

Step 2. Address a message to Listservi@some. node.
Step 3. Leave the subject line blank.

qu The text of the message should read:
Sub ListName Your Firstname Yow Lastnawe

Sicp 5. Send the message. Within a few minutes (sometimes longer) you will receive 2 new
subscriber confirmation memo. In many cases, this confirmation memo will
provide instructions on how to participste in list discussion. (It is a good idem t0
save this message for later reference.)

. Option 2. Subscribe 10 AGNET-AFRICA, an electromic mailing list devosed] 0 metworking and
information sharing among agribusiness trade and professional associations in eastern and
southern Africa. Now, it begins in West Africa.

Sicp 1. Address a message to Listservi@home. ease Isofé.cone
Siep 2. Leave the subject line blank.

Step 3. The text of the message should read:
Sub AGNET-AFRICA YowrFirstname Yowr Lastname

Step 4. Send the message. Since this is a private list with membership restricted primarily %o
African agribusinesses and associstions, you will receive an o-mail message from
MMMMMMMMIH“-AM

agribusiness.

Step 5. Compose a reply e-mail message explaining that you are 2 member of an Afiican
agribusiness firm or association. Upoa receipt of your message, the list

administrator will process your subscription membership and send you a new
subacriber confirmation memo. This confrmation memo will provide instructions

on how to participate in list discussion. (It is a good ides to save this message for
Ister reference.)

Computer Training Exercises, Page 11

11



* Note: Agnet-Africa welcomes W éon;posed by list members in English, French or other
international languages commonly used in business in Africa.

Option 3. Subscribe to the AFRIK-IT list, an electronic discussion group of the African Network
of IT Experts and Professionals. A

Step 1. Address a message to LISTSERV@LISTSERV. HEA.IE
Step 2. Leave the subject line blank. -

Step 3. The text of the message should read:
Sub AFRIK-IT YourFirstname YourLastricome

Step 4. Send the message. Within a few minutes (sometimes longer) you will receive a new
subscriber confirmation memo. In many cases, this confirmation memo will
provide instructions on how to participate in list discussion. (It is a good idea to
save this message for later reference.)

" * Note: The AFRIK-IT. mailing list provides useful information, articles.and other Internet
resources for both IT novices and experts alike. It Is a good sowrce for following recent
advances in Internet and telecommunication capabilities on both a regional and country basis.
The ongoing development of information technology capabilities in Africa is likely to have an
effect on how the regions business firms and agribusinesses conduct their daily business and
communicate with prospective trade partners around the world

Option 4. Subscribe to AFLIB-L, a lightly moderated discussion forum for libraries in Africa to
"encourage contact and communication between and among professionals on the continent.”

Step 1. Address a message to AFLIB-L@statelib pwv.govza
Step 2. Leave the subject line biank.

Step 3. The text of the message should read:
Subscribe YourFirstname YourLastname Your e-mail address

Step 4. Send the message. Within a few minutes (sometimes Jonger) you will receive a new
subscriber confirmation memo. In many cases, this confirmation memo will
provide instructions on how to participate in list discussion. (It is a good idea to
save this message for later reference.)

* Note: The primary language will be English, but they soon hope to support French and
Portuguese as well. Anticipated themes for discussion include professional issues, the
application of technology, and notices of major projects. This list also might be useful for
business firms or agribusiness associations seeking to collect and disseminate information.

Computer Training Exercises, Page 12
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Practice Exercise 2.3 Review names of other list subscribers

Step |. From the directory of e-conferences and mailing lists obtained in the preceding exercises
(or from training facilitstor), review and select an electronic discussion group
related to a business development, agribusiness or African policy topic of your

Step 2. Address a message 10 Listservi@somse. node.

Step 3. Leave the subject line blank.

Step 4. The body of the text should read:

REVIEW listname
(whexe listhame is the name of the List)

Step 5. Send the message. Within a few minutes (sometimes longer) you will receive a list of
subscriber names and their network address.

St'.p‘ Examine the list of subscriber names. Who subscribes to this list? ‘What do &e eatries on
the subscriber list tell you about this electronic conference group?

] IR
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Practice Exerclse 2.4
Post a comment or participate in an electronic discussion group.

Step 1. Address an e-mail to'ahstaddmstowhxchyousnbsmbedexcrmseM.
(Please note that the list address is differeat from the listserv program address.)

Step 2. In the text or body of the e-mail message, compose a business development,agribusiness
or professional inquiry or discussion comment. This message should be directed
to all members of the electronic discussion group. Note: Be as specific and polite
as possible when stating your information inquiry or discussion comment.

Step 3. Send the e-mail message. If it is a moderated conference, you may receive a message or
additional instructions from the moderator conceming the posting of your
comment. Follow these instructions and revise your comments for posting, as
needed. Once the message has been posted, you should receive a response to your
query from one or more subscribing members to the electronic conference within

a day or two.

- Step 4:  Who responded toyour question? - In what country were they located? Was the
- information they provided helpfial? Was it valid? '

S@S.Smdawtuma-mﬂmnsagethmkingthcmonwhotwpondedwmm
(Remember that the Internet is not just a system of computers, but it is connecting
you with individual people. It is important to practice courtesy.)

Practice Exercise 2.5 Signoff or unsubscribe to an electronic discussion group

Step 1. Address an c-mail message to all listserv program addresses to which you subscribed in
Practice Exercise 2.3. The e-mail address should follow the form of

Listserv@some.node
Step 2. Leave the subject line blank.

Step 3. The text of the message should read:
UNSUB ListName

Step 4. Send the message. Within a few minutes (sometimes longer) you will receive a
confirmation memo that you are no longer on the subscription list.

IMPORTANT NOTE: If you subscribed to any electronic mailing lists during the computer lab
sessions and you did not use your own personal home or office e-mail address, please be sure to
unsubscribe to these lists prior to the conclusion of this training session!
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Advanced Practice Exercise 2.6
Using E-Mail to Searck Electronic Discussion List Archives

Exercise Overview

Many ciectronic discussion lists archive past messages and it is possible 10 scarch these archives
hammMMofMﬁcmmmmbenmm&
ohmgwﬁchowugeaﬁlamfmmdmﬁrnhewﬂuhwuhuwy
docomented or published. Knowing how to search these archived discossions can be sn
mmmchmndmfanmﬁtMMd

ndividusls,

- -

Tommmmmm-mmnmwmm
the sewch commands in the body of the letter. There is an extensive set of possibie scarch
commands. A simple example is given here.

/)
DATABASE SEARCH DD=RULES

/RULESDD *
SEARCH piwase IN listnome
INDEX :

ro

Sending the sbove commands will retum all articles from the list yon specified for “Esttawee™
that contains the words or text you specified for “plrase”. - The listing you willl receive (via
the subject lines and select the article number(s) for those subjects in which you are istevested.
Use the sclected article number(s) to send a second message following the form below:

"
DATABASE SEARCH DD=RULES

/RULES DD *
SEARCH phvase IN Hstname
PRINT ALL OF mumberlist
»

The above commands issued in your second e-mail message will list the contents of the selected

atticle number(s) you indicated for numberlist. For example, if you want to see the contents for
article pambers 105, 342, and 501, you would type: PRINT ALL OF 105, 342, 501.
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Practice Examples

Contributions sent to the AFRIK-IT list are automatically archived. There are two ways of
obtaining a list of the archived discussions: through an INDEX command or through the database
search facilities. You can get a list of the available archive files by sending an "INDEX
AFRIK-IT" command to LISTSERV@LISTSERV HEA IE. You can then order these files with
a"GET AFRIK-IT LOGxox" command, or using LISTSERV's database search facilities. To

* obtain more information on using the database search facilities send an e-mail message with the
*INFO DATABASE" command.

Option 1. Searching archives using the INDEX command.

Step 1. You must first subscribe to the AFRIK-IT mailing list. To subscribe to this list, follow
the directions given in Option 3 under Practice Exercise 2.3,

Step 2. Address and send an e-mail message to LISTSERV@LISTSERV.HEA.IE. Leave
the subject line blank. The text of the message should read:
INDEX AFRIK-IT '

- Step 3. The listserv mailing program will send you a list of discussion messages or files posted
by members of the AFRIK-IT mailing list. Review this list and select the articles
. or discussion messages which are of interest to you. Be sure to note the
.corresponding log number assigned to your selected articles.

Step 4. To order copies of these articles or discussion messages, address and send a second e-
mail message to LISTSERV@LISTSERV.HEALIE. Leave the subject line blank.

The text of the message should read:
GET AFRIK-IT LOGxxxx

(LOGxxxx represents the archive number for a given month and year. For
example, to review recent postings for November 1998, the text of the message
would read: GET AFRIK-IT LOG1198)

Option 2. Searching archives using the Listserv database search facility for AFRIK-IT.

Step 1. You must first subscribe to the AFRIK-IT mailing list. To subscribe to this list, follow
the directions given in Option 3 under Practice Exercise 2.3.

Step 2. Address and send an e-mail message to LISTSERV@LISTSERV HEALIE. Leave the
subject line blank. The text of the message should read:

INFO DATABASE

Step 3. The listserv mailing program will send you specific information and directions on how to
use the database search facility to identify discussion topics and messages for a
specific subject or keyword (¢.g. agribusiness, Cote d’Ivoire, Ghana, Mali)

Computer Training Exercises, Page 16



Discussion Exercise 2.7 -
Creating an electronic mailing list or information network for agribusiness and
general business development purposes in the West Africa region

Step 1. Consider and discuss the following questions:

- =

Excrcises 2.1. What discussion groups appear to be relevant 10 the interests of
West African business development or agribusiness associations? What type of
information or discussion topics are noticeably absent? What kind of informnation
would you ideally like to obtain from these discussion groups?

How could you use these established global infowmation networks for business
development or agribusiness interests in your region?

On a regional level, what types of electronic discussion groups or isformation-
sharing networks would you like to see developed in West A frica? What targges
audience (e.g individuals, associations, institutions, government misistries) would
you like fo subscribe or participate in these networks? Would you Lmit
participation to just your region? What discussion topics would be most relevant

to the interests of West African agribusiness?
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Computer Lab Session 3: (Advanced E-Mail Skills)
Accessing the World Wide Web and Other Internet
Resources via Electronic Mail

The fact that the AAU [Africon Amociation of Universities] has oaly a store-and-forward
comnection to the Internet (also ofien called a dink-up link) does not mem that the Internels ems
of thousands of databeses and bundreds of thousands of “homepagas™ sre entively ot of  seach;
they arc just harder 10 access. The information that Dutch Internet subscribers dig wp weing he
World Wide Web, Gopher, aad Telnet is availsble to Bart-Flange by means of sutounatic sech
keys that be sends 83 o-mail. The next time he contacts South Aftica, thoy retem with the
mformation he has requested, like a dog fesching the newspaper. “For cxample, somse tims age 1
needed a software program for the people heve who work with Apple Macintoshos, but it wes
wnobininsbie in Ghana," says Bart-Plange. "1 could have ordered it in Amrica, seat a dollar
cheque, snd then had 10 wait fior ages. Instead of thet, I did an Archio sesrch. [ then received a
list in my o-mail of all the fip sites where that sofiware could be obtsined five. | ordered it fum
one of thesn yesierday, aad this moming it was here. I've alecady installed it on the Macinteches.”
Michic Hegenir, Telecommanications in Africa - via Internet in Particeler

In this session you will be provided with sclected examples which demonstrate that, even for
countrics and persons without direct Internet access, basic e-mail services can bef used 1o access
the more advanced components of the world-wide network of information resources.

Using e-mail messages and commands, it is possible 10 access almost sny Internet ssource or
service (c.g- World Wide Web, FTP, Gopher, Archie, Veronica, Finger, Usenet, Wihois, Netfind,
WAIS, and the). A besic e-mail command, such as get or send, followed by the addmss of the
desired information is sent to one of several mail servers set up for this pwrpose. The server thea
retrieves the file from its Internet location, and sends it to the requester by retam c-mail. The
respoase time may vary significantly depending on the geographical location and level of
netwark traffic. However, for countries and persons without direct Internet access, these e-mail
servers provide an important link to the worldwide network of information resources.

Pleasce keep in mind that these servers are provided as a public service by volustears. Those who

have direct (or incxpensive) Intemet access to the full range of World Wide Web resowrcos

abandonment of some servers.

The practice exercises in this session provide opportunitics to conduct more advanced research

. Practice Exercises 3.1 provides examples of advanced research techniques using
electronic mail. The practice exercises allow participants to develop their own seaxch
strategies for identifying relevant information available on the World Wide Web. Specific
options are presenicd for submitting ¢-mail search queries to several indernational search
engines. '
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. Practice Exercise 3.2 gives participants an opportunity to review, select aud_t_ehieve
documents and files identified through the e-mail search query conducted in Practice
Exercise 3.1 | .

. pmcﬁeeﬁxcmise33pmﬁdesadcﬁﬁomlpnoﬁ@lexmﬂuofhowmmwm
Wide Web documents vis electronic mail. Uniform Resource Locators are provided for

_selected documents on the World:Wide: Web, and participants may choose which
documents to retrieve based upon their own professional and business interests.

»  Options 1-2 provide Internet addresses for retrieving an extensive guide to
.accessing the Internet by e-mail, and more information on electronic networking
and connectivity in Africa.

+  Options 3-4 focus on obtaining agribusiness related documents.

> Options 5-7 provides business planning and marketing information.

»  -Option § retrieves contact information for. African and other resource centres
- devoted 1o the collection and dissemination of indigenous icnowledgetbm“gh
such mediums as the Internet.

. PracnceExermse 3.4 provides several practical examples of how to retrieve graphic
image files via electronic mail. _

Additionnl guides and tips for advanced e-mail access to the Internet are included under the

section entitled 7raining Resources for Computer Lab Session 3. These resources can be used in

conjunction with the practice exercises in this training course, or for further independent study.

The additionat resources include:

«  Acoessing the Intemnet By E-mail: Dr. Bob’s Guide to Offtine Internet Access

. Agora: Retrieving WWW Documents through mail

Finally, to assist in handling compressed and encoded e-mail file attachments, several common
software utilities exist and can be downloaded from the World Wide Web. These software
utilities include:

. UUEncode/UUDecode (for DOS) and WINCODE (for Windows)

. WINZIP (for Windows)
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Prectice Exercise 3.1
Conducting & World-Wide Web information search by e-mail

Exercise Overview

The World Wide Web (WWW) is the main Internet navigational tools. The WWW is graphical
mmuﬂugmﬂymmﬁﬂyuﬂuﬂoﬁbﬂnﬁnﬂmﬁmudm
WWW requires greater computer and telecommunication resources. Many persons aad
individhals simply do not have the required.resources to directly access these Internet services.

If you nced information on a specific agribusiness topic but do not know the name or location of
an appropriste information source, how you would find or retrieve a document or file from the

Wotld Wide Web? There are several search engines that have been developed 0 seasch and
identify specific information topics, networks, or file types on the World Wide Web. Until
recenily, these search engines could only be used through direct Internet access; however, for
those with cither limited or costly Internet access, it is possible to submit search queries by e-

MwmmmmaMAmhﬁmmm
along with their Intemmet address is provide below.

Yahoo! URL: bttp//www.yahoo.com/
AltaVistx - - URL: hitp-//altavista digital.com/
HotBot URL: http//ererw hotbot.comv/
Infoscek URL: http://werw.infoseck.com/
Lycos URL: hitp//www .lycos.com/
WebCrawler URL: http://www. webcrawier.com/

Each of these international search engines is programmed or designed with a different set of
search featares or parameters. Consequently, it is generally a good idea to try a search sirategy
using several search engines, and to compare which search festures produce the best search
results for your research purposes. Also, not all of the search engines may work well with seasch
queries submiticd by o-mail. In other words, if an c-mail scarch query does not produce the
results you desire using one search engine, try submitting the same query to another search
engine. (Noie: Please refer to the Training Resowrces for Compuster Lab Segsion 4 fox
information on the leading search engine programs as well as additional research tips snd search
strategies for the individual search engines cited.)

Computer Training Excrciscs, Page 20



For Practice Exercise 3.1, you may submit your e-mail search queries to one of the following
mai] servers:

agora@dna.affrc.go.jp (Japan)

agora@kamakura.mss.co.jp (Japan)

www.mail@ciesin.org (USA)

agora@info.lanic.utexas.edu (USA) .
Practice Examples

Option 1. Sample WebCrawler Query.

The following is a sample e-mail query using the WebCrawler search engine. When using more
than one search term, the keywords must be separated with a “+”sign (e.g. plants+medicinal).
‘You may substitute the keyword(s) provided in each example with your own keyword(s).

S@ 1. Address an e-mail message to one of the Agom servers listed in this exercise section.

S@Z.Imﬂnsnnbjedlimblg&.

Step 3. To submit a search query for the keyword agribusiness, the text of the message should
::i: http:/fwww.webcrawler.com/cgi-bin/WebQuery? agribusiness
To submit a search query for the keywords Africa end agribusiness, the text of the

message should read:
send htip://www.webcrawler.com/cgi-bin/WebQuery? agribusiness+Africa

Option 2. Sample Query of the Lycos Search Engine

The following is a sample ¢-mail query using the Lycos search engine. When using more than
one scarch term, the keywords must be separated with a “+"sign (e.g. cocoatprices). You may
substitute the keyword(s) provided in each example with your own keyword(s).

Step 1. Address an e-mail message to onc of the Agora servers listed in this exercise section.
Step 2. Leave the subject line blank.

Step 3. To submit a Lycos search query for the keywords cocoa and prices, the text of the

message should read:
send http./fwww.lycos.com/cgi-bin/pursuit? &query=cocoa-+tprices
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Option 3. Sample Queries of the Alta Vista Search Engine.

The following is a sample e-mail query using the Alta Vista scarch engine. ‘When using more
than one search term, the keywords must be scparated with a *+” sign (e.g.

agribusiness+managment). .
You can also conduct a more narrow search strategy by forcing an exact match of a plssse or
keyword scarch string (¢.g- keywords that mmst appear next to each other). To search for phrases,

ymmbegmandaﬂﬁnm«bywdmchmm&d-nmm‘m' (eg

You may substitute the keyword(s) provided in each example with your own keywosd(s).

Step 1. Address an e-mail message to one of the Agora servers listed in this exercise section.

Step 2. Leave the subject ine blank.

Step 3. To submit an Alta Vista search query for the phrase “agribusiness meanagement” (c.g.
keywords appearing next to each other), the text of the message should read:

send hitp://altavista.digital com/cgi-bin/query?&q=%22agribusiness+ manogemern 9622

To submit an Alta Vista search query for the keywards agribaciness sad
managemen (c.g. keywords appearing anywhere in the docuament, the text of the

message should read:
send hitp://altavista.digital.com/cgi-bin/query? & q=agribusiness+ mounsgemert

Option 4. Sample Query of the Yahoo! Search Engine.

The following is a sample c-mail query using the Yahoo! search.cngine. When using more thea

ooe search term, the keywords mast be separated with a “+ sign (e.g. plants-+medicinsls). You

. may substitate the keyword(s) provided in each example with your own keyword(s).

Step 1. Address an -mail message to one of the Agora servers fisted in this cxercise section.

Step 2. Leave the subject line blank.

Step 3. To submit a Yahoo! scarch query for the keyword agribusiness, the text of the message
To submit a Yahoo! search query for the keywords agribusimess and Africa, the

text of the message should read:
send http://search yahoo.com/bin/search? p=agribusiness+africa
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Option 5. Sample Query of the Infoseek Search Engine |

The following is a sample e-mail query using the Infoseek search engine. When using more than
one search term, the keywords must be separated with a *+ sign (¢.g. plants+medicinal). You
may substitute the keyword(s) provided in each example with your own keyword(s).

Step 1. Address an e-mail message to one of the Agora servers listed in this exercise section.
Step 2. Leave the subject line blank.

Step 3. To submit an Infoseek search query for the keyword agribusiness, the text of the message
should read:
send http./fwww.infoseek.com/Titles?qt=agribusiness

To submit an Infoseek search query for the keywords agribusiness and Africa, the
text of the message should read:
send http:/fwww.infoseek.com/Titles? qt=agribusiness+africa

Practice Exercise 3.2 |
Using e-mail query results to obtain World Wide Web documents

Step 1. Review results of the e-mail search queries submitted to the various search engines in
Practice Exercise 3.1 and identify the Uniform Resource Locator (URL) for any
documents which you would like to retrieve.

Step 2. For each individual document identified, address a separate e-mail message to
agora@dna.affrc.go.jp.

Step 3. Leave the subject line blank.

Step 4. In the text of the message type the world “send” followed by the URL or Internet address
of the selected document identified from the e-mail search results.
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Practice Exercise 3.3
Examples of obtaining Gophker and World Wide Web documents by e-msil

Exau'nﬂmn'ew_

Both Gopher and the World Wide Web provide an impressive collection of information sources
and files which can be retrieved by sending an e-mail message to one of the following servers:

. agors@dna afficgojp (Japan)
gunm:mg (Japan)
www.pail@cicsin.org (UsA)
Janic. utexas.edu (USA)
agora@www.undp.org (restricted to developing countries)

In the body of the e-mail message, include the Uniforsn Resource Locator (or URL) which
defines the location of the desired information source. You will receive the document you
requested by retorn e-mail, with & list of other referenced documents which can be weed 0 meke
further requests. (Note: For additional helpful tips refer to the document in the Training
Resowrces entitied “Agors: Retrieving WWW Documents through mail ™)

MW

Option 1. Obtablacapyq'thmﬁkmw Mmmm
including URLs of linked sites.

Step 1. Address an e-mail message to agora@dnaaffre.go.jp.
Step 2. Leave the subject Line blank.
Step 3. The text of the message should read:
send hatp:/fwww-sul starford edhv/depts/ssrg/africo/elecnet. twml
Option 2. Olxain an extensive guide to accessing the Internet by E-Mail

Step 1. Address an o-mail message to mailbasc@mailbase.ac.uk (for users in Ewrope, Asia and
Africa).

Step 2. Leave the subject line blank.

Step 3. The text of the message should read:
send lis-iis e-access-inet.txt
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Option 2. Obtain an image of small globe with a focus on Africa.
Step 1. Address an e-mail message to agora@dna.affrc.go.jp
Step 2. Leave the subject line biank.

Step 3. The text of the message should read:
send htip://gaia.info.usaid gov/fews/globet. gif

Step 4. The attached document you will receive by return mail will be uuencoded. You must save
and decode the attached file before viewing the graphic image. You may use
either uudecode or Wincode software to decode the attached file.
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Cdmputer Lab Session 4: Accessing Agribusiness
Market Information via the World Wide Web

TMMm'tmh“yundﬂum
ask the right questions.”

The World Wide Web, also referred to as WWW or simply “the Web™, is the most insportant
component of the Intemnet. It is graphical in nature and requires a special software program, or
browsex, for viewing WWW multimedia documents. Multimedia docaments ave pages which
displsy graphics, video clips and sound bites. Web browsers such as Netscape Navigator and
Internet Explores Mosaic allow users to access documents that display continuously or regulmdy
updated information such as market prices, exchange rates, weather maps, transportation
schedules or other information related o0 agribusiness.

The Intemnet accesses and brings the resources of the world’s leading commaercial busincsscs,
universities, and research institutions to the desktop of businesses around the world. Remsesnber,
though, that even this wealth of online rescarch has its imitations. Given the growing volume of
graphical information on the Web, how we look for information is an important comsideration.

We can find information on the Web through threc pritriary mochanisms: 1) the Usiforms
Resource Locator (URLY); 2) special search cagines or programs that scarch for resources widaly
over the Internet; and 3) mega sites or meta indexes.

Uniferm Reseurce Lacator (URL). The Uniform Resource Locstor (URL) is the
besis for referring to specific resources on the Web. A URL consists of a string of
characters that uniquely defincs where a resource is physically stored. Oucea
uscful resource has been identified, it is quicker to access that speciffic information
source using a URL. The URL for regularly accessed resources can be saved as a
bookmeask by the uses. (A diskette containing an elecironic bookmark file is
available with this guide. Web browsers such as Netscape Navigator and Internet
Explorer Mosaic are designed to allow users to save and maintsin bookmark files

on their compuiers.)

Search Engines. If you need information on a specific business or agribusiness
topic, but do not know the name or location of an appropriste information sowrce,
how would you find or retrieve a document or file from the World Wide Web?
Fortunately, there are several search engines, or programs thet have been
developed to search and identify specified information on the World Wide Web.
The results of these Web-wide searches are then indexed to allow for faster
scarching and access by individual users. (A review of the various search engines
plus tips on composing cffective search engine queries are included in the section
entitled Training Resowrces jor Computer Lab Session 4.)
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Mega Sites or Meta Indexes. Mega sites or meta indexes are huge lists or
collections of links to other Intemet sites (not just Web resources). These lists are
usually indexed of categorized into hierarchical subject categories, and allow
users to quickly move among related information sites. Mega sites and meta
indexes provide convenient, one-stop research places that can save the user time
in identifying sources of relevant information.

The exercises in this session provide practical examples of how URLS, search engines, and mega
sites can be used to access agribusiness networking and market information on the World Wide
‘Web.

. Exercise 4.1 uses the Web browser and URLSs to quickly access well organized, graphical -
listings of selected electronic mailing lists related to Aﬁlca, agribusiness or general ‘
busmssmtetm. _

. Examse42mkodmsummngpmuc1pmtswseleaedagnbusmsmkumfomﬂwn |
resources on the Internet.

. Exmse43muodwesummngparuclpanmmselectedagnaﬂanmmodxuesmd
futures market information resources on the Internet.

«  Exercise 4.4 introduces training participants to agricultural, general busmﬁsandothu'

. Eh(acisé45pmvidesmowommhywdmlopmeniamhm(mingkeymd
and boolean operators) and to utilize one or more search engine to identify critical
agribusiness market information.

. Exetcise 4.6 examines discussion topics about the quality and content of agribusiness
market information available through the Internet.

As noted sbove, tips on how to effectively utilize the leading search engines are included under
the section entitled Training Resources for Computer Lab Session 4. In addition, selected Afiica,
agribusiness and general business related Intemet sites have been researched, reviewed and saved
as an electronic bookmark file available with this training material. These resources can be used
in conjunction with the practice exercises in this training course, or for further independent study.
The additional resources include:

. The Spiders Apprentice, How to Use Web Search Engines
> Tips on Searching the Web
Spidaps Basic Search Engine FAQs (Frequently Asked Questions)
How to Plan the Best Search Strategy
How Search Engines Work
The Web Search Wizard
In-depth Analysis of Popular Search Engines

¥y v v w9
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> Yahoo!
> Infoseck
> Lycos

> Excite

Mmﬁmsfuopmgmdvhwhghm_ﬁootmkﬁeofwm
agribusiness and general business related Internet sites.
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Practice Exercise 4.1 Using the World Wide Web to Identify Relevant
Electronic Mailing Lists of Interest to West African Agribusiness

Exercise Overview

In this exercise, you will use 2 World Wide Web browser to augment the e-mail and personal
networking skills you learned in the Computer Lab Session 2 exercises. Instead of using e-mail,
you will use uniform resource locators (URLs) and hyptertext links to obtain tailored information
ahout electronic mailing lists, networks, and usenet groups related to Africa, agribusiness, or
business interests. You will view the resulting information in a graphical online environment.

A list of URLSs for selected mailing list resources are provided below. Alternatively, you can also
choose to search a list of lists by using a keyword search facility.

Africa
URL: htip:./iwww.ige.ape.org/apic/bp/inetall. htmi#iSection 8
_URL: http:/www-sul stanford edu/depts/ssrg/africalemail html

Agriculture i

URL: http://www2.nis. zaffm/waw/agmail kim
URL: htip://www.aeco.tti.edu/aecovl/index.htm .
URL: hitp:/fwww.agpr.com/consulting/maillist. html

Agribusiness
URL: hip:/twww.agribiz.com/aginfo/resMail himl

Marketing
URL: http://nsns.com/MouseTracks/tioml. himl

Key Word Search of Mailing Lists Directories

URL: htip://www.lizzt.com/

URL: hitp:/iwww.lsoft.com/lists/listref ktml

URL: Mhip://catalog.comivivian/interest-group-search. html
URL: hitp://www.neosoft.com/cgi-bin/paml_search/ -
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Practice Exercise

Step 1. Double click ou the, Internet Explorer or Netscape icon from your Windows screen, o
meFiledrop-downmorpﬁekyourmeindnwpmvidedhm
Then type one of the URLs provided above in the Exercise Overview. (Note: The
URL is case sensitive and must be typed exactly as shown.)

Step2. A document will appear on your screen cither with a short menu or = kst of highlighted
words or phrases. lhehghhglndmdsmlﬁ:wodlrmhmu’
documents. When you find a link you would like to poruse, click on the
highlighted word or phrase. The linked document will be loaded on your screen
for viewing.

Step 3. 1If you would like t0 save information from one of the linked docameats, select Save As..
from the File drop-down menu. In the dialogue box that opemns, scloct the location
where you would like the file stored and type the name of the file in the space

provided.

SwptTordmwthepteviomdoMsimplydiekmhMMnmhm
window.

Step 5. Repest Steps 1-3 for each of the remaining URLS provided in Step 1.

Suep 6. If you would like to subscribe to an electronic discussion group, set subscription options,

review names of other list subscribers, or post comments, follow the steps
provided in Computer Lab Session 2, Practice Exercises 2.3-2.6.
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Practice Exercise 4.2 Accessing agribusiness market information using Web
browsers, URL addresses and bookmark files

Exercise Overview
In this exercise you will identify and access agribusiness-related market information, prices and
services. The tools you will use are the Web browser, Uniform Resource Locator (URL)

addresses, and bookmark files. You will also practice skills for navigating or moving between the
various information sources and sites on the World Wide Web.

The names of several specific and uscfil World Wide Web agribusiness sites are listed below
along with their URL addresses (in italics). These sites are also bookmarked for faster access. (A
diskette containing electronic bookmark files is available for this gnide. For more information

about how to install the bookmark file on your personal computer, please refer to the section
eatitied Training Resources for Compuder Lab Session 4.)

African Sites

Commercial Farmers Union of Zimbabwe
URL: http:/iwww.samara co.zw/cfi/ .

Agriculturs] Information for Zambia
URL: goplnr://lechwe.mntm: 70/11/Agriculnere

Agriweb
URL: http:/fwww2.nis.za/jm/agriweb.htm

Agrilink Home Page
URL: http://www.agrilink.co.za/

Mbendi Infoermation Services: Information for Afriea
URL: http://mbendi.co.za/comb.htm

Mbendi Information Services: African Agriculturs] Industrry
URL: http://mbendi.co.za/indy/agfaglfafcy. m

Mbendi Information Services: Agricultural Products & Services of Africa
URL: hitp.//mbendi.co.za/prod/g00m. him
Other International Sites

Market Information System
URL: hup://gnv.ifas.ufl.edu/~MARKETING/MARKET. HTML
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Today’s Market Prices
URL: hiip:/fwww.todaymarket.com/

Market Information Sources Available Through the Internet
URL: hitp:/fwww.oec.msu.edw/agecon/fs2/market/contents. htm

Commercial Sites in Agriculture
URL: hitp://ipmwww.ncsu.edsw/cernag/commercial/market. html

Agriweb Canada

URL: Mip:/Awww.agr.calagriwelyawhomef him
URL: htip://www.agr.co/agriwel/link htm
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Practice Exercise

Step 1. Double click on the Internet Explorer or Netscape icon from your Windows screen, or
from the Program Manager.

Step 2. Afier the software loads, you may. access these sites by using one of three methods: the
conference web page, the bookmarks saved on your Web browser (Intemnet
. Explorer or Netscape Navigator); or typing the appropriate URL in the space
provided.
To use the bookmarks on your Web browser, click Bookmarks on Netscape, or

Favorites on Internet Explorer, then go to the saved files in the drop-down menu
box. Double click on one of the market information sites listed above.

To use the URL address for the Web site, click your mouse in the space provided
entitled “Location” (Netscape) or “Address” (Internet Explorer). Thea type one

of the URL addresses for any of the market information sites listed above. Press
the <Enter> or carriage return key. (Note: the URL is case sensitive and must be

typed exactly as shown. Be sure to type only the italicized letters.)

Step 3. A document will appear on your screen either with a short menu or a list of highlighted
-words or phrases. (It will take a few seconds or longer to load the document). The
highlighted words are links to other information or documents. When you find a
link you would like to peruse, click on the highlighted word or phrase. The linked
document will be loaded on your screen for viewing.

Step 4. To retum to the previous document, simply click on the Back button on the Web browser
window.

Step 5. Repeat Steps 1-3 using other URLs provided in the Exercise Overview. Write down any
pertinent notations about the quality or usefulness of the various information
sources encountered as you proceed from site to site. Did you find valuable
linkages to other resources?

Step 6. To quit Internet Explorer or Netscape, select Exit or Quit
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Practice Exercise 4.3 Accessing agricultural commodities and futures markets
using Web browsers, URL addresses and bookmark files

- Exercise Overview

world. The tools you will use are the Web browser, Uniform Resource Locator (URL) addresses
and bookmark files. You will also practice skills for navigating or moving between the various
information sources and sites on the World Wide Web.

along with their URL addresses (in italics). These sites are also bookmarked for faster access. (A
diskette containing electronic bookmark files is available for this guide. For more information
about how to install the bookmark file on your personal computer, please refier to the section
ctitied Tyaining Resowurces for Computer Lab Session 4.)

African Sites
_ The Agricultural Markets Division of the South African Futures Exchanges
' URL: Mtp:/fwww.safexcoza _
= African Steck Exchanges . .
. URL: ktip://mbendi.co.za/exl Mm )
Other International Sites
Chicage Beard of Trade

Kansas City Beard of Trade
URL:. hitp:/fwww.kcht.com/dgpsom kim

Global Markets, The Web Center for Futures and Oplions
URL: Metp://www.ino.com/ - -

CSE Exchange for coffee, sugar, cocoa, milk, Cheddar cheese, noafit dry milk,
butter futures and options markets
URL: Mtp:/www.cace.com/

Qualisteam, Banking and Finance, Options and Futures in the Werld

- URL: http://www.qualisteam.com/eng/index. html
URL: http:/fwww.qualisteam. com/eng/opt. himl
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Practice Exercise

Step 1. Double ¢lick on the Internet Explorer or Netscape icon from your Windows screen, or
from the Program Manager.

Step 2. After the software loads, you may access these sites by using one of three methods:; the
conference web page, the bookmarks saved on your Web browser (Internet
.- Explorer or Netscape), or typing the appropriate URL in the space provided.

To use the bookmarks on your Web bmmcr,clickBoohnatksonNétsmpeor

Favorites on Internet Explorer then go to the saved files in the drop-down menu
box. Double click on one of the agricultural commodities or futures market sites.

To use the URL address for the Web site, click your mouse in the space provided
entitled “Location” (Netscape) or “Address” (Internet Explorer). Then type one

of the URL addresses for any of the market information sites listed above. Press
the <Enter> or carriage return key. (Note: the URL is case sensitive and must be

typed exactly as shown. Be sure to type only the italicized letters.)

Step 3. A-document will appear on your screen cither with a short menu or a list of highlighted
- words or phrases, (It will take a few seconds.or longer to load the document). The
highlighted words are links to other information or documents. When you find a
link you would like to peruse, click on the highlighted word or phrase. The linked
document will be loaded on your screen for viewing.

Step 4. To return to the previous document, simply click on the Back button on the Internet

Step 5. Repeat Steps 1-3 using other URLSs provided in the Exercise Overview. Write down any
pertinent notations about the quality or usefuiness of the various information
sources encountered as you proceed from site to site. Did you find valuable
linkages to other resources?

Step 6. To quit Intenet Explorer or Netscape, select Exit or Quit from the File drop-down menu.
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Practice Exercise 4.4 Accessing Agricultural and Genersl Business Trade Show
Information using Web Browsers, URL Addresses and Bookrark Files

In this exercise you will access agricultural and other industry trade show information from
around'the world. The tools you will use are the Web browser, Uniform Resource Locator (URL)
addresses and bookmark files. You will also practice skills for navigating between the various
information sources and sites on the World Wide Web.

The names of several selected trade show sites are listed below along with their URL address Ga
italics). Iheswsmdsobookmmbdﬁrﬁsum(A&me
bookmark files is available for this guide.)

Woyaal Africs, African Events Calender
hatp://worw. woysa.com/africacvents himl

ChemExpe, A Virtual Trade Show fer the Chemical Industry
- URL: Mip://www.chemexpo.com/

e Trade Show Central
- Metp://www.iscentral com/
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Practice Exercise

Stq)l.Dmﬂ:leclickonﬂzeNﬂseupeor!ntmnetExplmioonfrommW‘mduwsm or
from the Program Manager.

Step 2. After the sofiware loads, you may access these sites by using one of three methods: the
conference web page, the bookmarks saved on your Web browser (Internet
.Explorer.or Netscape), or typing the appropriate URL in the space provided.

To use the bookmarks on your Web browser, click Bookmarks on Netscape or
Favorites on Internet Explorer then go to the saved files in the drop-down meau
box. Double click on one of the trade show information sites listed above.

To use the URL address for the Web site, click your mouse in the space provided
entitled “Location™ (Netscape) or “Address” (Internet Explorer). Then type one

of the URL addresses for any of the market information sites listed above. Press
the <Enter> or carriage return key. (Note: the URL is case sensitive and must be

typed exactly as shown. Be sure to type only the italicized letters.)

Step 3. A document-will appesr on your screen either with a short menu or a list of highlighted
words or phrases, (It will take a few seconds or longer to load the document). The
highlighted words are links to other information or documents. When you find a
link you would like to peruse, click on the highlighted word or phrase. The linked
document will be loaded on your screen for viewing.

Step 4. To return to the previous document, simply click on the Back button on the browser.

Step 5. Repeat Steps 1-3 for each URL provided in the Exercise Overview. Write down any
pertinent notations about the quality or usefulness of the various information
sources encountered as you proceed from site to site. Did you find valuable
linkages to other resources?

Step 6. To quit Internet Explorer or Netscape, select Exit or Quit from the File drop-down menu.
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PructiceEurcin{.S Use a search engine and develop a search strategy to
identify relevant agribusiness market information sources.

Exercise Overview

Whea looking for information on the Internet, it is important to know thet nearly every Internet
search engine uses some form of a keyword or boolean search.  Keywerds are terms that are
likely to occur in the kind of document or information materials that you are looking for.
Boelean sperators are a formal way of combining those keywords in order 10 scarch oa mowe
than onc keyword at a time. The three basic boolean operators are AND, OR, and NOT.

AND-—The word AND performs sn intersection between two scts of keywords. For
example:
Africa AND agribusiness

would scarch for records that have both the words Africa and agribusiness in
them. Using the boolean operator AND tends to narrow the scarch results.

OR-The word OR performs a union of two sets of keywords. Faenqh:
| Africa OR agribusiness |

would search for records that have cither one or both of the word Afirica or te
word agribusiness in them. Using the boolean operator OR tends 10 broaden the
scarch results.

m-mmmmmm«.wﬁﬁ.m
keyword. For example:

Africa NOT agribusines
would search for records that have the word Africa but not the word agribusiness in them.

Infoseck, a search engine which searches the World Wide Web using keywosds aad boolean
operstors. You will need to develop a search strategy to identify information relevant 0 your
own interests. (You may also choose to use an alternative search eagine such as Alta Vista,
Excite, or Yahoo! A revicw of these various search engines plus tips on how %0 compose
cffective search queries for several leading search engines are include in the Training Resossrces
section of this guide).

Before you begin, we will discuss a few tips for scarching with Infoscek. In general; click in the
search box and type a few words that describe what you want to find. Using wonds snd phrases,
without special symbols or punctuation, works best. However, you can sometimes refine your
searches by using special syntax in your search. Here are some quick secrets to better searching:
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Fmdmg names and titles. Capitalize names and titles, such as December and
Ghana. If you capitalize adjacent names, Infoseek treats the words as a single
name. If you want to search for several names or titles, use commas to separate
the different names. For example, to search for Angola and Ghana, type:
Angols, Ghana. Omitting the comma between names causes them to be treated as

one single long name.

Finding = Phrase. Use double quotation marks or hyphens to group words that
are part of a phrase. Use double quotation marks around words that must appear
next to each other. Do not use single quotation marks () in place of double
quotation marks. Usehyphens(-)betweenwordsthatmustappeurthhmm
word of each other. .

Specifying Words that Must Appear in the ResuMs. Put a plus sign (+) in front
of words that must be in documents found by the search. Do not put a space
between the + and the word. For example, to find city gaides about Accra,

type: city guidetAcera. Do not put a space between the plus sign (+) and the

, .
Specifying Words that Should Not-Appear in the Results. Put a minus sign (-)
in-front of words that should not appesr in any documents found by the search.
For example, to find all resources that contain agribusiness but not the
United States; type: agribusiness -United States. Do not put a space between
the minus sign (-) and the word. .
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Practice Exercise

Step 1. Double click on the Internet Explorer or Netscape icon from your Windows screen or
from the Program Manager.

Step 2. Use one of the following methods to access the Infoscek search engine.

Double click on the Net Search button. This will take you t0 the
Netsacape or Internet Explorer web page containing hyperlinks to
several scarch engines. Double click on the logo oricon for- -

Infoseck.

Alternatively, select “Open Location™ from the File drop-down
menu or click your mouse in the space provided for Location: snd
type: htip:/home.netscape.com/home/internes-search heml

This will take you to the Netscape or Intemet Explorer web page
emhmmghypuhnbbaemﬂmdnm Double click on
the logo or icon for Infoseck.

Step 3. aﬂmmmmwwammummmmuu You
may also use some of the search tips discussed in the Evercise Overview 10 limit

or narrow your scarch resuits.

&pkﬂhstofWebaumhedbmmchmwmmmmmm - -
highlighted words or phrases mﬁuhﬂmli&sboﬁ:"ebmcm
When you find 2 link you would like to peruse, click on the highlighted word or
phrase. The linked document will be Joaded on your screen for viewing.

Step S. If you would Like to save the reference to a Web site location, select “dd Bookmark™ from
the Bookmark drop-down menu. The URL to this Web site will automatically be
saved.

Step 6. To retuxn 10 the previous document, simply click on the Back button on the Netscape or
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Discussion Exercise 4.6

Step 1. Consider and discuss the following questions:
. How long did it take to find agribusiness market information?
. Was it quicker o easier to access the information using URLs, bookmarks or
' scarch engines?
. How helpful, complete or accurate were the information sources?
. Would regular access to this information benefit your agribusiness?

. Was there specific agribusiness market information which you needed but could
not find? If yes, what additional information do you need? How could you
eoHectthxsmfmmaﬁonandmake:tavmhblemoﬂmagnbusmmspsmthe
West African region and to the rest of the World?
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Computer Lab Session 5:
Identifying Trade Leads and Participating in
Electronic Business Opportunities on the Internet

-
[

The exexcises in Computer Lab Session § provide practical examples of bow t0 use the Worldd
mmwmmmmmmmnhmw

marketplace of the Internet.

e Exercise 5.1 provides training participants with an opportunity 1o identify agribusiness
trade leads within West Africa and from sround the wordd. _

. Exercise 5.2 challenges participsnts to view and cvaluste the cffectivencss of virtanl
market places crested by companies who market their agribusiness products disectly ©
Mwm

. EuusSSMamofﬂmdmw-dﬁm
available through the Warld Wide Web

. MSAmmthﬂydwd-h
utilize the Intemnet to directly market their product information 10 & global sudicace.

under the sections entitied Training Resoswrces for Computer Lab Session 5 sad Selected Irsternet
Information Guides. These resources can be used in conjunction with the practice exercises in
this training course, or for further independent study.
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Practice Exercise 5.1 Identify Agribusiness Trade Leads on the Internet

* Exercise Overview
In this exercise you will identify agribusiness trade leads within the West Africs region and from
around the world. The tools you will use are the Web browser, Uniform Resource Locator (URL)

addresses and bookmark files. You will also practice skills for navigating between the various
mfomanonsomwsandmtﬁonﬂaeWoﬂdW‘deWeb

The names of several selected trade lead resource sites are listed below along with their URL

addresses (in italicized letters). These sites are also bookmarked for faster access. (A diskette
containing an electronic bookmark files is available for this guide.)

The sites are divided into three categories: Affrica, agriculture and general trade leads.

Africa

South African Trade, Commerce and Industry
URL: htip://www.exinet.co.za/trade/trade. kitml

Africa: Business and Trade
URL: http://www.sas.upenn.edr/African_Studies/Abowt African/ww_trad himl

UNCTAD TPDC Link to Afriea!!!
URL: http:.//www.unicc.org/unipdc/news/eto/africa’

ExiNet - the South African Trade Information Resource
URL: hitp.//www.exinel.co.za/

WoYaa! Africa
URL: http://www.woyas.com/Tree/Business/Products/

Agriculture

Green Biz, or the Green Business Corner.
URL: htip:/{www.todaymarket.com/tmp_gbiz. htm

Market Information System
URL: hitp://gnv.ifas.ufl. edw/~MARKETING/MARKET. HTML

Agrilink Home Page
URL: http:/fwww.agrilink.co.za/
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General Trade Leads

Electreaic Trade Opportunity
URL: htip:/fwww.umicc.org/unipdc/eto

IMEX: Internstional Import and Export Business Exchange

The Import-Expert Bulietin Beard
URL: htip://www.iebb.com/links.htmi

Intermationa] Business Resources eni the WWW

International Business Netwerk (IBNET),
URL: Mip://wwwl.usal.com/~ibnet/

Glebal Business Exchange, Chambers of Commerce sad Industry
URL: hesp:hwww.worldchambers.com/giahp. himl
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Practice Exercise

Step 1. Double click on the Internet Explorer or Netscape :confromyomWindowssueen,or
from the Program Manager.

Step 2. After the software loads, you may access these sites by using the bookmark file saved in
yourbrowserorbytypingﬂaeappmpﬁateURL,inﬁqucemovided.

To use the bookmarks on your Web browser, click Bookmarks on Netscape or
Favorites on Internet Explorer then go to the saved files in the drop-down menu
box. Double click on one of the agricultural commodities or futures market sites.

To use the URL address for the Web site, click your mouse in the space provided
entitled “Location” (Netscape) or “Address” (Imternet Explorer). Then type one
of the URL addresses for any of the market information sites listed above. Press
the <Enter> or carriage retum key. (Note: the URL is case sensitive and must be
typed exactly as shown. Be sure to type only the italicized letters.)

Step 3. A document will appear on your screen cither with a short menu or a list of highlighted
words or phrases, (It will take-a few seconds or longer to load the document). The
highlighted words are links to other information or documents. When you find a
link you would like to peruse, click on the highlighted word or phrase. The linked
document will be loaded on your screen for viewing.

Step 4. To return to the previous document, simply click on the Back button on the Interet
Explorer, Netscape or Mosaic window.

Step 5. Repeat Steps 1-3 using for each of the URLs provided in the Exercise Overview. Write
down any pertinent notations about the quality or usefulness of the various
information sources as you proceed from site to site. Did you find any valuable or
relevant trade lead possibilities?

Step 6. To quit Netscape Navigator, Internet Explorer or Mosaic, select Exit or Quit from the File
drop-down menu.

Computer Training Exercises, Page 47



Exercise 5.2 View Examples of Virtual Market Places for Agribusiness
Products

Exercise Overview

In this exercise, you will review and evaluate selectéd examples of companies who market thisir
agribusiness products directly to their Internet audience. Such interactive web sites are also
referred 10 as Virtual Market Places.

The nmmes of several sclected virtual agribusiness market sites are listed below along with theiy
URL addresses (in italicized letters). These sites are also bookmarked for faster access. (A
disketse containing electronic bookmark files is available for this guide. For more information
about how to install the bookmark file on your personal computer, please refier to the section
catiled Training Resources for Computer Lab Session 4.)

Lewveld Tebacce Cooperntive
URL: htp=//www.lowveldsobacco.co.2a

Silo National des Graines Ferestiores
URL: Mip://www.madonline.com/sngfiabout_fhtm

Greea Links
URL: hetp://www. todaymarket.com/tmp_link htm

Caribbean Place
URL: batp//ww.caribplace.com/foods htm
URL: htip://www.caribplace.com/foods/jspclhtm

Trader Joe's: A Unigue Grecery Stere
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World Class Supersite
URL: http://web.idirect.com/~tiger/supersit. htm

O & A Currency Converter
URL: http://’www.olsen.ch/cgi_bin/exmenu

Universal Curreacy Converter
URL: Hkttp:/rwww.xe.nét/currency
Infernational Trade Resources

Trade and Business Tools
URL: http://web.idirect.com/~tiger/tools. htm

InfoManage - International Trade
URL: htip://www.infomanage.com/International/Trade/

International Trade Centre UNCTAD/WTO (ITC)
URL:- hop:/fwww.intracen.org/

FinDat Database: Country Profiles for Trading & Investment Appraisal

URL: htp://www findat.com/defin. htm '
Statistical and Market Information Resources

Business informstion sources on the Internet:

Statistical, economie and market information

URL: http://www.dis.strath.ac.uk/business/market. ktmi

International Trade Administration: Trade Statistics
URL: htp:/fwww.ita.doc.govw/
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Proactice Exercise

Siep 1. Double click on the Netscape or Intemet Explorer icon from your Windows screen, or

Sicp 2. After the software loads, you may access these sites by using the bookmak file saved on
mmubymthcmlIRLhﬁewm

To use the bookmarks on your Web browser, click Bookmarks on Netscape or
Favorites on Intemet Explorer then go to the saved files in the drop-dows mesn
box. Double click on one of the agricultural commodities or futures market sites.

To use the URL address for the Web site, click your mouse in the space provided
entitled “Location™ (Netscape) or “Address™ (Internet Explower). Thea type oms
of the URL addresses for any of the market information sites histed shove. Press
the <Enter> or carriage retum key. (Note: the URL is case sensitive sad must be
typed exactly as shown. Be sure 1o type only the italicized lotters.)

Step 3. A document will appear on your screen cither with a short meas or & list of highlighted
words or phrases. (It will take a few seconds or longer 10 load the docomnent). The
highlighted words are links to other information or documents. When you find a
link you would like to peruse, click on the highlighted word or phemse. The Linkod
documeant will be loaded on your screen for viewing.

Step 4. To retum to the previous document, simply click on the Back bution on the Netscape or
Insernet Explorer window.

Step 5. Repeat Steps 1-3 using for other URLs provided in the Exercise Overview. Wiite dova
say pertinent notations about the quality or usefuiness of the variows intcrnationsl
business and trade resources as you proceed from site 0 site. Was it difficult w
follow the links on these mega sites?

Step 6. To quit Netscape or Internet Explorer , select Exit or Quit from the File drop-down mesm.
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Discussion Exercise 5.4

Step 1. Consider anddiscu_ssthefollowingqueﬁons:

. Which international trade sites appeared to have the most relevant trade leads for
West African agribusiness?

. Were viable trade leads identified? What methods would you use to respond to
these trade leads?

. Could West African agribusinesses utilize the Internet to create an online business
presence or directly market their product information to a global audience? What
steps must be taken to achieve such a goal?

. Did you identify useful business resources and tools? Would your company or
association benefit from daily access to these business resources? If not, what
alternative or additional business resources would be helpful to your company or

<ation?
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: 'l‘rainiig Resources for
- Computer Lab Session 1:
Basic Electronic Mail Skills

A Beginner's Guide to Effective E-Mail
Business Netiguette Intemational
List of African Full Internet & E-Mail Services Providers

List of Country Level Domain Names
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A Beginner’s Guide to Effective Email Page ]l of 3

A Beginner's Guide to Effective Email

Revision 2.0 |
Kaitlin Duck Sherwood This is g new revision, and may change slightly in the next few weeks. Some
sections have been expanded; there are also new sections on status, and signatwres, and

domain names. If you would rather look at the old version, it will be around for a whils.
B zh D 01X alicrmnat e
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Appendix C: Domain Names
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Introduction

- 1 believe strongly in the value of clectronic mail in both corporste and parsonal domains. Bmail is
cheaper and faster than a letier, less intrusive than a call, less heasle than a FAX. Using cwsil,
differences in location and time zone are less of an 0 comnumication. There is also evidence
that email leads to a more egalitarian information structure. (See Sproull and Kiesler's book
Connections , MIT Press, 1993.)

1 have scen these advantages lead %0 a massive shift from face-to-face 0 email commsanication. Whea
1 started working in 1984 (in a without email) I estimate that I went t0 ten meetings per
week, a presentation once a and spent most of nry time in face-to-face discassions with
eo-vuﬂmdvendus.ﬂyl”l,lwduwnb i one presentation per qaasier, Ons or
two mectings per week, and thirty cmail messages per day. At my last job, n 1 1 bad sbout one
presentation per year, two meetings per week, and about sixty emsil messages per day.

Unfortuastely, in the twenty-plus years that I have been using email, I have soen a large samber of
mmm&pmmummmwmm@mqhu
this new mediom. I wrote this document to try o help people avoid those problems.

Thisismot a document on the mechanics of sending email - which buttons to or how to attach
a photograph. Those details are different for every different email sofiware snd are beteer
handled by manuals for the program. I instead focus on the conterwt  of sn email message: how 0 say
what you need to say.

http://www.webfoot.com/advice/email top_html 1120/9¢



A Beginner's Guide to Effective Email Page 2 of 3
Thisis not dogma. There will be le who disagree with me on specific points. But, if there was
only one right answer, there wouldn't be a need to write this guide. Hopefully, this guide will make
you examine your assumptions about email and thus help you maximize your email effectiveness.
Then you can write to reflect your own personality and choice.

Why Is Email Different?

Mcomuﬁwﬁomh@mofi&speddaﬁbmﬁmﬁngabﬂiﬂ,kﬁmdamﬁﬂydiw
from paper-based communication. Because the tunaround time can be so fast, email is more
conversational than traditional paper-based media. .

In a paper document, it is absolutely essential to make everything completely clear and unambiguous
because your andience may not have a chance to ask for clarification. With email your
recipient can ask questions immediately. Email thus tends, like conversational speech, to be sloppier
than communications On paper.

This is not always bad. It makes little sense 1o slave over a message for hours, making sure that your
ing is faultless, your words eloguent, and your grammar beyond reproach, if the point of the
mistoteﬂyomco-workuthayoummadytogomlmch.

'However, your correspondent also won't have normal status cues such as dress, diction, or dialect, so
may make assumptions based on your name, address, and - most importantly - facility with language.
You need to be aware of when you can be sloppy and when you have to be meticulous.

e

Email does not convey emotions nearly as well as a face-to-face or even telephone conversation. It
lacks vocal inflection, gestures, and a shared environment. Your correspondent may have difficulty
telling if you are serious or kidding, happy or sad, frustrated or euphoric. Sarcasm is particularly
dangerous to use in email.

Another difference between email and older media is that what the sender composes message mi

not look like what the reader sees. Your vocal cords make sound waves that are perceived basically by
both your ears as your audience’s. The paper that you write your love note on is the same paper that
theobjectofyomaﬂ'ecﬁonsees.Bmv&ﬂ:email,-themﬁwma:dhmﬂwueMyouuset‘;pa
composing, sending, storing, downloading, and reading maybecomgletely different what your
correspondent uses. Your message's visual qualities may be quite di by the time it gets to
someone else's screen.

Thus your email compositions should be different from both your your compositions and your

When I first wrote this, there were essentially no resources available on email content. Those
that did discuss email content tended to be really brief on the subject of email style, and gave little
motivation for why the style is different. I wrote this document to.fill that void: to tell you how to
tailor your message to this new medium.

Since I first wrote this, I have found some other documents on email that address more than just the
mechanics. I now have a small bibhography on style and netiquette.

Go on to Context

You can send correspondence to ducky@webfoot.com , but be advised that .

1. Igetalotofemail. i
2. 1don't get paid for this.

http://www.webfoot.com/advice/email.top.hitm] 1172098



A Begimner's Guide to Effective Email Page3of 3
3. 1 probably don't know the details of your particular email software.

Created 10 Dec 194 - .

Modified 30 Dec 1995: added introduction, shareware note, jargon link

Added mirror sites 3 Feb 1995

Added link to Business Netiquette International 28 Jun 96

Modified 29 Dec 1997: Removed the term "mirror site”, afier a new user pointed out thet new vsers
probebly don't know what that means. Also removed the invitation to write me, as [ was getting
overwheimed by email. :

Modified 20 Oct 1998: Moved the mirror sites to a scparate page. Removed the "shaseweb” note,
since almost nobody sent any money. Put cantionary note on my emasil address.

Modified 22 Oct 1998: Moved the bibliography to a separste page. Modified 28 Oct 1998: Moved the
wpyﬁghnoﬁwbaﬁmModiﬁdBﬂOﬂlm:lﬁmrmbbddmmm status,
formality, format, and in names.

Picase see the copyright notice.

hetp:/fwww.webfoot.comvadvice/email.top html 1172058



A Beginner’s Guide to Effective Email - Context Page | of 3

A Beginner's Guide to Effective Email

Context
Kaitlin Duck Sherwood

In a conversation, there is some minimom of shared context. You might be in the same physical
location, and even on the you have, at minimum, commouslity of time. When you generate a
‘docement for y there is some context embedded in the medinm: the text isin the

a written on a birthday card, handed to your professor with 2 batch of Econ
101 term papers, or somcthing similar. )

With cmail, you can't assume arything  about a correspondent's location, time, fiamme of mind,
Mqumbmmmwhtﬁmﬂbhuﬁ

Useful Subject Lines
subject line that pertains clearly to the email body will mentally shift © the proper
et befie thesy read b wﬁmmmmxwmm

long subject lines), does not need to be a complete sentence, and should give a clue 1o the contents of
the message. o
If your message is in response %o another piece of email, your email software will presace the
m&&ewﬂb‘:nam:(&'wwmmdyl?mdﬁmm this, &
l woddl;eplibbﬂinn;:byhnd.’ .
Subject: Re: thromblemeister calibration

If noﬁq noa-urgent information that requires 0o response from the Other peson, prefacing
d:e’ﬂjaﬁﬁnem&m:(?a%wtnfumﬁm)_‘nnmabdldu,uh .

Subject: FYI: donuts in break room

For time-critical messages, starting with URGENT : is a good idea (especially if you know the person”
gets a lot of email):

Subject: URGENT: mesting w/CED moved
For requests, starting with ReQ: can signal that action is needed:
Subject: REQ: current budget est
Do yourself a favor and eliminaie the word "information™ from aﬁjﬁlim(’liﬁ-;bﬁw

the of your message as well). When | was the webmaster for the University of is ot Urbane-
anb-;e’ip.lgouhtofemﬁlﬂuhohdlﬁeﬂis:

Subject: information -
Please send me information about UIUC.
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This gave me very little clue a5 to what the person wanted to know about: admission application
deadlines? The number of students? The acreage? The number of buildings? Was I supposed to send
er documents or give URLs? The only thing I could do with email like this was ask for further

pape £
context. Mail like this would have been much better as
Subject: UIUC history
Are there any Web pages about the history of the U of 1I?

Quoting Documents
If you are referring to previous email, you should explicitly quote that document to provide context.
Instead of sending email that says:
yes
Say:

> Are you going to have the left-handed thromblemeister specs
> done by Thursday?

yeas

ﬂxm&nsignp)is.ﬂlew'wnvwﬁonﬂwaqum:mmclse'sgnﬁlmbutyour
email software may usc a different convention.

Even if there are a fair number of words in your response, you still might need to quote the previous
message. Imagine getting a response on Monday to some email that you can't quite remember sending
on Friday.

I talked to them about it the other day, and they want to sea
the other one before they make up their minds.

Your response would probably be the highly articulate, "Huh??7" It would be much easier for you to
understand email that said: :

> I've got the price quote for the Cobra subassembly

> ready; as soon as I get a decision on the
thromblemeister selection, I'll be ready to go.

Have you talked to the thermo guys about whather
they are ready to go with the left-handed thrombo or
do they want to wait and check out the right-handed
one first?

vyVvvvy

I talked to them about it the other day, and they want to see
the other one before they make up their minds.

This is substantially better, but aow errs on the side of too much context. The first three lines have
pothing to do with the question being answered. You should only include enough to provide a context
for the message and no more. (Peter Kimble, my high school computer science teacher, now gives his
students the heuristic that at least half of the lines in an email message should be their own.)

You need only enough context to frame the question being answered:

hitp://www.webfoot.com/advice/cmail.context htmI?Email 1172008
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ve you talked to the thermo guys about whether
ey are ready to go with the left-bhanded thrombo or

> Have

> they ar

> do they want to wait and check out the right-handed

> one first?

I talked to them about it the other day, and they want to seas
the other one befors they make up their minda.

Thisis a good amount of context, but the response to it still takes a littie cffort to follow. A good rule
is toloock very carcfully at all in your first three sentences. If they don't refer to something
explnﬂymdmﬂ:cauil, them 10 something concrete.

~ > Have you talked to the thermo guys {about which handedness they want]}?

I talked to the thermo group on Wednesday, and they
think the left-handed thromblemeister will probably
work, but they want to evaluate the right-handed unit
before they maks wp their ainds.

Nowdsmhmydumdq:ﬁanﬂnmmm,uh

refereaces to the ariginal message, quoted matexial is noeded. this, with
hm:odymhwyofﬁemnhmml:mﬂ ‘Thyﬂg
ﬂnhﬂhm

If you want © quote a sentence that is in the middle of s paragraph, or wraps around liscs, g0 ahead
and remove but the part that you interested - J" if you have
hbmﬁmgﬂmﬁemp.{’wmd‘:emw byungm'mwh’m-[ ru’um ©

H&mﬁwwhmhmﬁemamh iginal message dows,
include the whole thing gfer your not before. If you put the meaage at the ead, -
your readers don't have to look at it d:ydm%mdumdﬂem«:fmm .

Summary
You may know what you are talking about, but your readers may not. Give them the proper comtext

usefial subjoct lines
. A pronouns in the first three lincs
Qut-;thepevmm

Go back © Contents

Go on to Format

Crested 10 Dec T9Y
Tweasked wording 28 Oct 1998.

Please see the copyright notioe.
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A Beginner's Guide to Effective Email

Format

pumber of different software programs that can be used to read email. It's quite that
message you send won't look at all the same when displayed on your screen. Y
therefore have to be careful about how you present your text. This section will discuss the probiems
that may arise from a mismatch between the sending and receiving software, and show how to avoid
them. .

Fancy Text

Some email reading software only understands plain text. Iafics, bold, and collor chenges will show
maMmh&ﬂYmdﬂgm&

Hiya! Hey, 1 loved the presentation you gave to Jack this moming. Gresat Job!
but if your correspondent’s software can't handle formatting, the message could show wp s

Riya! Hey, I <I>loved<I> the presantation you gave to
Jack this morning. <B>Great Job!<B> -

Web docaments are particularly difficult to read with older email programs. You may have a choice of
,@ﬁu@bwgwnwumm;bepmmmqﬁﬁﬁuhﬂwhmm

L

Exteaded Character Sets

Min'uudukquonmwhmuuﬁlwmlmi' written, the decision wes made o
encode email in such a way that only 128 different charactess - mumbers, punctmtion, and 80
on - could be transmitted from one computer to another. This allowed some firee space for error
M;hmhamphm.mlhlgdﬂnmm‘ for lange
numbers of email users. So now there is 2 way of encoding data 30 that 256 differeat chuncters can be
represented, called “quoted-printable”.
Unfortmately, the ing transport is still limited %o 128 different charactess, 30 the email
Mbhmmﬁmmm converted back on the other i the
recciving software doesa't know how to do quoted-printable, the extended characters will show up a3
an equals-sign and two Jetier/digit code:
Les Etats-Unis on accept=E9 vendredi que l'application de 1’accord
::::-gnmpalutinien de Wy Plantation soit temporairement diff-E9r-ESs, ap
un a:tonttt =£0 la voiture pi=E9g=E% de vendredi dans un march~E9 bond=-E9

e
J=E%rusalem-ocuest, qui a fait deux morts st 24 bless«ESe.

So why do you care? After all, you might not ever use umlauts. You care because these are "special”

betp://www.webfoot.com/advice/email. format btmi7Email 11720198

63



A Begimner's Guide to Effective Email - Format : Page 2 of 4

but which some so will allow you to insert. Even if your correspondent’s sofiware knows how
to convert codes back to extended characters, different computers have different symbols for the same
codes. For example, the trademark symbol, bullet, and "curly” quotation marks are all legal characters
in both Windows95 and MacQS, but are in different places in the character set. For example,

Windows thinks that character number 241 is a fi, while the Mac thinks that character number 241 is a
O. Thus you have yet another reason to worry about what your correspondent’s email software is

capable of.
Web Links

Some email ing software will recognize URLS (Uniform Resource Locators, or web addresses) in
the text and make "live". Such software considers anything after http: // to be a2 web address.
Thus, if there is a URL in your email, don't leave off the http: //! I don't know of an email reader
that can recognize www . webfoot . com as a URL, for example.

YdeﬂwbewnﬁdaboﬂpMnﬁm_-spﬁaﬂypaiods-righaﬁstURLF«amph,
take the message

Hi -~ The URL is http://wwi.webfoot.com/writings.html. See
if you like it! : )

Thmﬂwemﬁerwdmmdmyﬂ:mkmﬂﬁnhupmdm&mmm&ﬁem
Or, if the software doesn't recognize Imks, the reader may cut-and-paste too much. Either has the
potential to lead to an ugly email exchange, with your cotrespondent insisting that the page doesn't
exist and you insisting that it does. I will admit that it looks ugly, but it causes less confusion if there
is at least a space after the URL:

Bi - The URL is http://www.webfoot.com/writings.html . See -
if you like it!

PeqﬂewbmuMgdem@ahsd&MhﬂehMﬁhmmm&e
extension . htal or . hta, this can also be a difficult mistake for your reader to catch. To make cut- -
mmmdleadymyfwmluywdmysmeRLsmawﬁm:

Hi - The URL is '

- http://wm . webfoot.com/writings.html
See if you like it!

Yes, the period after the URL is now missing. Yes, this is ungrammaticat, but I don't want
pﬁtmﬁen&he!lhwfo@ﬁmﬁhwﬁl:’omdemmaﬁwmnf::MM-:d-
paste. .

Punctuation and Quotation Marks

An«humnmaﬁcﬂm!eﬂmlwnﬂybmkisﬂwpmtoipmmm,
rules say that punctuation belongs inside quotation marks, for example the period in the next
sentence:

Bob sajd, "I love you madly.”

That's fine when the stuff in quotes is normal speech, but can cause problemns when discussing

hitp:/fwww.webfoot.com/advice/email format. htm!7Email 1172098
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When you get to the password box, type “smiley.”

:ﬂhphdsomnhingumh&epmmdbmam?lpﬁ'buw_rﬂu
say

When you get to the password box, type *smiley”.
This makes it clear that the period does nof go in the password box.
| %ﬁ&l&ﬁﬁ&»m@umﬁ?ﬁ“ﬁ?”““
If you can't bear 10 do such gyrations, modify the sentence 30 that there iss't punctustion there:

When you get to the password box, type "smiley® and hit returm.

wifyumtonnbitw*-:

myuuq.ttothopumrdhox. type
smiley
. and hit return.
Attachmets
Someunilen ~attachments”, where you can specify a docament 1o send cmail. This
allows ially smy file in any format. GIF-encoded i Mw images,
Word Wa@uﬁaz,ulml’bmdlwﬁh.ﬁmd -llr-ﬂieﬁln-a

just a few of the types of documents that can be sent.

ummu.mmummmummqﬂau
sttachment can be looked at lster. Howevez, d‘ymomupmdafl H-ﬂ“
mndywamdam&le(!ha“fadm: -:Im
rm),beadvneddmnwm appesr as lots of garbage. Pages

Eveaif your correspondent has email software that understands whit sttachments ase, they still have
bhnmmhmdhbmlbﬂofnhmmﬁdymmhmmabﬂ
ywnyhllofdoemﬂl.&llfywmdmmﬂn.ﬁqm won't be ahie %0 read it

Even runnable can't always be useful to your correspondent. Macintosh wom't
mmmmwwmwﬂlmmumn-r -

Furthermaore, evea if your can receive and view the stiachwment send them, if they
are low on disk space or dial in home to get their email, they will not be o receive &
200MB video, no matter how funny it is. .
It almost always betier to post large documents on the Web and cmail the URL instead of the file if

have that option. If that isn't possible, please email correspondents first and ask them if
ghﬁﬂellﬂgemdmd'thnm you thoy

Summary
If you don't know what email reader your correspondent has, play it safe.
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o Don't use formatted text

» Be aware of special characters

+ Send web pages as text

» Type in http: // before your URLs

» Be cautious with attachments
Also bear in mind that punctustion doesn't mix well with URLS or quotations of things people should
fype. -
Goback to Contents
Go back to Context
Go on to Page Layout
Created 30 Oct 1998
Please sce the copynight nofice.
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A Beginnerx's Guide to Effective Email

Page Layout _
Words oo & computer S<cxeen Jook difierent than on paper, and usually poople Tind % harker 80 Tead

things an a screen thans on puper. (T know several people who even print out thieir emsil ©0 read it.) The

screen's resolution is ROt &3 good as paper’s, there is sometimes flicker, the font may be smaller,

and/or the font may be .Ymmmdsmﬂlndnyyahmmcu-‘nwh
ing of the mail, may not have the same capabilitics as your email software. This mecans

M‘godm]w]gywisdiﬂ'umﬁomgmdmdwmwm

Shorter Paragxaphs

Frequently email messages will be read in a document window with scrolfbers. Whille sceolibexs ave
nice, it makes it harder to visually track long paragraphs. Consider breaking up your puagraphs %
only a few sendonces apiece.

Line Length
Mwm;m:ﬁlﬁaumﬁ-ﬁym(ﬁuwﬁm&puﬂb} This

means that if there is & pnismatch between your software's and your comrespondicnt’s in how they weap
lines, your correspondent may end up with a message that Jooks like this:

I've got the price quote for the Cobra subassesbly ready; as soon as I get

Fuxthermore, the " i * encoding also contributes o0 the lino-length problems. If a kime i
longer than 76 chamacters, i i3 M&?Sﬁchmﬂuhdlw&ﬂfﬂﬁ%n.
whose email readiing can understand quoted-printable encoding

I've got the price quote for the Cobra subassembly reacly; as soon as I get
decision on the throsblemeister selection, I'll be reacdly to go. Hawve you t
lkad to the thermo guys about whether they are ready to go with the left-ha
ded thrombo Or do they want to wait and check out the right-handed one firs

?

There ase even a few email readers that truncate everything past the cightieth character, This is notthe

way 10 win friends aad influcace people.

You should try 10 keep your lines under scventy characters long. Why seveaty and not, sy, sevesty-
concspondents

may want if they need to quote pieces of your message in their repli

Terser Prose

How many times when you were in school were you told %o write a huld?alu,d
you got i ﬁbﬂ!ﬁ‘ﬁmﬂgmﬁmmm 'tey_
more i ' can m some people charged
ﬁhbyknﬂchv?’lmismmmﬂd&wﬂﬁaug:m!) gt d

hitp://wvew. webfoot.com/advice/email. layout htmi7Email 112008
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If you are sending a report to many people, then you may need to put more detail into the email so that
you aren't flooded with questions from everyone on the recipient list. (You should also ask yourself

call!ﬁlllylfallﬂlcpeoplemllyneedtobeonthehst.)
m&mﬂwmﬂmmmhmmmmm&cmshmddhhoksm
thousands of are tens of thousands ef words long. Speeches in front of groups are
ﬂxamndsofwordslong. But you'd tune out someone at a party who said more ahmdredwnrds
at atime.

Iuytokeepcvaytbmgonm‘pm' In most cases, this means twenty-five hnesofm(Andyes,
that means that this document is way, WAY too long for email!)

Summary
Inalmnry kcepevayﬂ:mgﬁtheepyowhnesshoﬂ,kupyommhsdnt,mdkupﬁe

mto Contents
Go back to Format

Go on to Intonation
Trested 10 Dec 1994

Modified 5 Apr 1995
Tweaked wording and expounded on message length 28 Oct 1998

Please sec the copynight nofice.
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A Beginner'é Guide to Effective Email
Intonation

While you cannot make your voice higher or lower, louder or softer 10 denote caaphasis, here

Light Emphasis
If you want %0 give something mild emphasis, you should enclose it in astevisiks. This is the mnoml
eq?ﬁhlof&hamm -
Instead of:
I said that I was going to go last Thursday.
Say: -

~ I *said* that I was going to go last Thursday.

I said that I was going to to go last *Thursday*.

Which of the sbove two you choosc depends upon whether you are adenant aboat the commitusent
you made or adamant that you didn't mean Wednesday. (Restructwring the sengence 0 emove the
ambiguity would be an even better idea.)

You can also capitalize the first letier only of words to give lght emphasis:

While Bob may say that you should never turm it past
nine, this is not Cast In Stone. It willi explode
if you turn it up to eleven, but anything under ten
should work just fine.

1 tend %o wee itals to refer to things that are somehow dogmatic or revercatial This is
a cultural holdover all the capital letiers that are used in the English Bible. It might aot tranglete
to other lmaguages or cultures.

Strong Emphasis

If you want to indicste stronger emphasis, use all capital letters and toss in some extra exclamation
marks. lnswead of: ’

> Should I just boost the power on the throsbo?
Mo, if you turn it up to eleven, you'll overhsat
the motors and it might explode.

http://www.webfoot comv/advice/email_intonation htmi?Email 1172088
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Say:

> Should I just boost the power on the thrombo?
NOot11t If you turn it up to eleven, you'll overheat
the motors and IT MIGHT EXPLODE!!

Note that you should use capital letters sparingly. Just as loss of sight can lead to improved bearing
the relative lack of cues to emotion in email makes people hyper-seasitive to any cues that might be
‘there. Thus, capital letters will convey the message that you are shouting. _

It hmmllyimmpdmtomaueqimllminasjwmwhmywmeﬂmmﬂdoﬂﬁs

HEY, 1 JUST WANTED TO SEE IF YOU HAD MADE ANY
PROGRESS ON THE PRROCKMEIJER ACCOUNT. STOP
BY AND SEE ME SOMETIME.

>>EXTREME!!<< Emphasis
If you really want to emphasize something, you can go wild:

If you are late this time, I swear upon my mother's
grave that I will never, *never*, *NEVER*,
>>1 1 **NEVER**! 1 << talk to you again.

Moutter Equivalents

In person, there are a number of ways that you can indicate that a communication is private and not to

be repeated. You can lower your voice, you can look to yomxndmyomkﬁﬂnrwiﬂ:m

eyes or with your whole head, and you can lean closer to the person. While these obviously

make it more difficult for someone to overhear, these gignals are so ingrained that we might use them

mifg;:gismbodym&mﬂes. Unfortunately, lowering your voice and moving your body is
to do in email.

I sometimes write what I really think and then write down the sanitized version:

My boss got fired I mean resigned today, which
*totally* sucks err.. will lead to enhanced
relations between Engineering and Test.

A friend of mine uses double parentheses to denote "inner voice”, what in the theatre world is called
m -an'dsl: )
My boss resigned today ((yeah, like I believe
that story)), which is going to lead to enhanced

relations between Engineering and Test ({yeah,
like you believe *that* atory})...

Something else that I will do sometimes to denote the "lowering of voice” is to without
x : wering type any

http:/fwww. webfoot.com/advice/email. intonation.htm1?Email 11/20/98
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psssst!

hey wendy !

guess what?

I GOT THE JOB!1!! :<D :=D 1!
I should wamn you that there is a minority that doesn't like the shortcuts | showed you. They argee that
if Mark Twain conld convey emotion without to such stifice, them we m.wd,r.

not a3 skilled a writer as Mark Twain, and usually don't have as many words to meke my tone clear as
he did. I believe that there is a greater danger of angering or offending someone by not wsing these
shortcuts there is of annoying someone by using them. i -

Sammary

It is difficalt for most 0 cxpress emotion well in & short message. Fortumately, ’
. mamber of textual tricks 10 help convey the emotion: yrcmmes

isks (for emnphasis)

« Capital Jetiers
o Punctuation

Whitespace
Lower-case jetters

Go back o Contents
Go back o

Go oa to Geshres

Tresed 10 Dec 1994
Modified 29 Oct 1998
Plcase scc the copyright notice.
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A Beginner's Guide to Effective Email

Gestures
Kaitlin Duck Sherwood

‘I‘l::\':tﬂlt twﬂhofﬂ:muhw kidding, ?md:—h*d'
langunge. is eyes ©0 sy you are no
mymrpnlmmd;:myorﬁm shoulders slumping to display Mu

While you are unsbie t0 accompeany your words with hand or facial gestures, there ase sevaral sextunl
Smileys

A facial mbewwnhwluuulleda'anihy'w "emoticoa”: s textesl drawing
ofa expression. The most common three are

:=}
i=)

and
=

ommmthﬂmdemm You
goddaellﬂeﬁcu.)

While people will have slightly different interpretations of the exact difference betwom the wpper two,
wMuﬂmhwmmmu%ww&Mmﬂ“ﬁ
I'm being fonay™. The last one is pretty universally understood as "T'm sad”

Typical examples:
Sey, guess what - I got the left-handed
thromblemeister spec done ahsad of time! :-)
I'm on my way to fame and fortune now! ;-)

The second smiley, the ;-), indicates that you don' belicve that boss will 8
mltnﬂthmn)&sﬁuu&nlﬂun'm’:ﬁdhmru

senteace:
Bey, guess what - I got the left-handed
thromblessister spec done ahead of time! :-)
I'm on my way to fame and fortune now - NOT!

There wide nnge of ASCII gestures availabie to from il (v~ hm

m::d'( -omewmmMmuawbé%zm:f
you are fecling uncreative. (Note: I think that some of the Smiley Dictionary of the basic

mlqsm!amﬂymm&ﬂnwlmmkysmd.hmw”wy)

Pause Equivalents
WJMMMMM 11/20/9¢
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Imagine that you ask someone if you can tum the knob up to ten and a half. Suppose he says, "Well",
mmpmlmfzralongtime,scratchmhishead,looksdownatﬂlcﬂoor,winoes,gritshisteeth,and
says again, "Well", then pauses and says, "It might not explode”. You'd get a sense of just how bad
an idea it would be, while the text:

Well, it might not explode.

gives less information. I like to use lots of whitespace and typed-out vocalizations of "I'm thinking"
sounds, as follows:

Weeeellllll.... errr hem.
Wellll, it *might* not explode.

You can also use white: to make it more clear which words belong to which clause. For example,
the following is very to parse _ .

Did you want to use a left-handed thromblemsister or a
right-handed one with a half-twist or a Jackadoody brocket?

You could instead haul out your high school notes on outlines:
Did you want to use

i. a left-handed thromblemeister

or
2. a right-handed one with a

a. half-twist
b. Jackadoody brocket

The problem with using an outline like this is it invites people to send back messages that have
nothi?g!yinﬂiemhn_theoodeﬁ&emtheymwu _

2b.

To avoid that, you can use a structure like:

Did you want to use a
left-handed thromblemeister

or
right-handed one with a half-twist

or ‘
right-handed one with a Jackadoody brocket?

This invites people to cut-and-paste the exact, full thing they want:
> a right-handed one with a Jackadoody brocket?

Creative Punctuation
I tend to use a lot of punctuation in what I call "comic book style”. Instead of saying:

I am very confused and a little upset. Why did
you give my report to Jack inatead of Jill?

I would probably say:

http://wrww.webfoot.com/advice/email.gestures html 11/20/98
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?2!?! Why did you give my report to Jack
instead of Jill?!?

The ion mark is kind of shorthand for a furrowed brow or 2 "huh?”. The exclunation mark is
for amazement and passibly & scowl. The two together scem t0 mean astonishment.
Thercisa and proud tradition of using punctustion as a place holder for swearing, ¢g. That #as

#5 (*! You will also sometimes sec an astenisk in place of important leticrs, usually the vowel, c.g.
That son of a b*tch! Of That son of a b****! or very rarely That s*n of a betchi. (In
actual practice, this form of self-censorship is rare; it is more common for people o0 cither use the

whole word or omit it complesely.)

o back io Contents
Go back to Intonation

Go on © Status
Modified 29 Oct 1998

Pllcase sec the copyright notice.
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A Beginner's Guide to Effective Email
Status o

Ksitlia Duck Sherwood
Mamlunno context, you can't determine much showt
their ststus. You lhwdudu,m didectullmofm listen e timbye of

Mmamdwwmkluﬂundﬁmeyu“:w
bemaﬁce-to-ﬁeumnhphmm

our correspondents can't fell much about you cither. pobsbly do the same will
pohﬂyuehyomdfdnm. mbmon-n'gm of presexts. g you

Iam 3 mmhﬂuwhmwm& But bocamse thewe ase 20
&wmﬂ&mm&yﬂmeﬂwhmmmmﬂmg&
their their assumptions if you need t0.

Cues They Will Use

Langusge

The biggest status competence with the language. If you have lots of mispeliings, your

aﬂ-.,eeudomtagmewngw verbs, or you use the wrong woed, mey sssune st you sse

md.Fmﬂm,&ymymfu-ﬂdﬁmnnmwyd(em 1§ matter that the
correlstion between language ability and intelligence is weak (especially non-pative

lots of people will make that inference anyway. e Sposkond:

Furthermore, some people & cmail with exvors, especially typographical
crrors. They feel that it is — nsmdmmbh-tm(ﬂmumumhh
your advaniage. If you want to your superior status, you can insert some typos deliborately.)

I realize that in a perfiect world, mﬂﬂhveﬂnlmyofﬁlﬁe-mm

liveina n.wulll.Goodgr:;- very hard for some people, just pam
partial bﬂm:zm;mh:fsu,mdembe% :u.'l'hsh‘
writing could do most of their commnunication verbally. mstMBhu now.

improve the quality of the writing, but it is not possible
wawmummu you need 1o send ten of them per day. F:‘l:'ﬂyu-b—i-

and If
*‘“mmm“'mmmm of et the g s sk checkers wil

not find. I you really want to boost your language-related status, you may bave o commit yourself wo
maﬂgl

Pern?lwwldlihe comrespondents to spend their time on providing approprisic context
mpufemznmlmidmwhmhaﬂ:i!ﬂnm

There is 50 people with machine guns on Main Street
abt 1 mi aways wallking north and they not Iriemdly so
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 You would be advised to leave the building promptly.
1 can guess at proper mllem'tgwasatpmpawntext.
Return Address

Your correspondents will extract status cues from your domain. (If you aren't familisr with domain
narnes, you might want to read Appendix B on domain names and come back.)

Any stereotype that is held about the ization that gives you your email connection will rub off
ym.t.I-‘ore:n:an'q)le,ifycrtrelmulc:non\e‘:g‘:::.fz'atl : o

o ibm.com , people may presume that you are adult, computer literate, and somewhat stuffy.
o aol.com ,some people will presume that you are connecting from home and that your email is

not work-related. .
o washington.kl2.ia.us , may think that you are under 18.
« webtv.net , people will y assume that you are not terribly comptter literate.

Your correspondents will also look at your real name (if visible) and log-in ID. Unless your name has
cues to the contrary, most people will assume that you match the dominant species of your
organization and/or country. P will frequently assume that bjp@thromble.com is male but that
BarbaraP@thromble.com wiill be female - even though Bar, could easily be a man named
Peter Barbara. Unless the name is something like Smith , people are likely to assume that the author
of any email coming from Taiwan is Asian. Unless the screen name is something like Jamaal ,
people will usually assume that authors of email coming from the US are white. :

Your log-in ID gives even more subtle cues. Having a desirable email name - short and without
numbers - can indicate that you were one of the first in your domain to get an email account. Thus,
steve@thromble.com has probably been using computers longer than steve96 72@thromble.com .

People also make assumptions about your maturity and formality level. Your cotrespondent will
ﬁ mgkeme.lPerhMe@rmue.m more seriously than

You can steer people’s impressions very easily just by teiling them who you are. You can do this by
adding a signature with status cues:

Barbara J. Periwinkle
Vice-President of Legal Affairs
Itty Bitty Machines, Inc.

Peter Periwinkle
Kennedy Middle School

(Age 14)
Check out the Latvian Homepage at http://www.latvia.org!

Here, young Mr. Periwinkle gives the cuc that he might be of Latvian origin.
it can also be effective to lead off a message with status information:
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Hi, my name is Peter and I'sm a student at Kennedy Middle School
in White Plains. 1°'m doing a project at school on imaginary
industrial equipment. Could you please send me the latest
thromblemsister catalog?

Hi - I'm the Vice-President of Legal Affairs with Itty Bitty Mechines.
Could you please send me the latest thromblemeister catalog? I's
eonaid:r:l.ng purchasing stock in your company.

methe_mnlspopaly mdthulhey sren't so that your correspondent can't h.

Email Usage

& wmb&anmmdmﬂ.ﬂmbummmm
Hk.n,u-

mh&mmhnmﬂlyponﬂdmﬂwmﬂy(mdmdwpﬂnbw

In addition to the composition of the email message, willlookahowmbm
mWsnwbﬂnndlm?Wunaw

Do You Need To Worry About This? :

Mbmdﬂhmﬁ“m“ﬁwﬂmmmmwmw
upon scveral things: .

« Do you know these poople already? If you have had lots of contact with comespondents
already, their assumptions sbout your age, gender, statas, and intellect be peetty solid. Ounly
ﬂcmdm“ﬁgmmludeﬁlmm“ fikely to significantly
affect your status with them.

s Are these bm?l-ﬁgh-ednol English teachers are t0 case mse about
ﬁhlg People who send lots of email probebly be more o=

Mhpeoplewholmednlmwyof an hour on every email mesmge. The
Diversity Traming Manager is Immhnhnuﬁmb-ﬂuwm‘-
the regional Dragon of the Kla

. Whomdepmbmthmmge?lfywmemﬂh

slnidbeamﬁ:labmnywmllf are corresponding with

you-husmu,weﬂ. peid not to care about your grammnar. yuuullﬁvu-,
mnfymabkwmeawmnmm

ﬂeﬂummnghbewefd in the

o What does their cmail Jook like? If they send you emeil with incorrect punctastion, poor
spdhq.mdmmgledmbordimdumtbeypnhblywm'tmm nnduf,wdothc

-

« Do incorrect assumptions bother you? If you sre a man named Patrick who doem't mind being
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mistaken for a woman, thengo ahead and use "Pat” instead of "Patrick”. If you don't
people think you are a teesager, go ahead and use the handle “RadSkater”. Y careif

Summary

Agam,ldonotendorsewymbmmbmgnspmﬁhumm You need to be aware
ofwlntsgmlsywmaybengmgyowcmspondcntsandhowtoeommﬂlmlfyoufeelathey

may be incorrect.

Langmgestatusmbe:mpmvedbymggrm and spell-checkers.
o Sigmatures or self- mmmdmmmonﬂﬂm
« Hopefully, reading this guide will make you mo whencomposmgﬁm:eemml

messages.

U0 back to Contents
Go back to Gestures

Go on to Formality
Cresied 22 Oct 1998

'pmm.ﬂamm_m
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A Beginner's Guide to Effective Email
Formality

] [

nad |r-|| ST vVELIOE T i for e b
reply. Take three situations not free to respond:

o Ifyou and the Queen of England have tea, one of you might ask sbout the other's health, but
¢ Thomas Jefferson is dead. It is not possible to ask him whst the proper mterpretation of the
Eu'ﬁghaimu-ﬂw'u.

o If every member of a large andience tried to comment on a speech, there would be bedlam.
Comvenations involving people with exaggerated status differences and those %0 sudicaces that are
unbom, dead, and/or 1arge tead t0 use very formal languege. )

Conversely, intimate discussions use very informal If you used the same with your
spouse that you used with the Queen, your spouse mm&mhﬂa
you mgry!

Thais you can control 0 some extent how many responses you get to your email messages by how
formal your language is. Because email is 30 casy to respond to, peopic nsturally tead © wee very
informal prose.

The informal tone your %0 respond. This can be a very thing if you
want feedback. However, i mm?navuzg&ﬂmmmgﬂw
getting far more email than you are interested in. (To see kind of tedious email yos migit get,
see The Dark Side of Email)

So be cantions about your messages’ tone. If want to respond, be chatty and informal. But if
you want t0 discourage people from sending you you should write much more formally.

(]
Go back to Ststus

Go on o Greetings and Signatures
W

Completely rewritien on 27 Oct 1998
Please see the copyright notice.

[N ormal 13 N8
where someone is
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A Beginner's Guide to Effective Email
Greetings and Signatares

[ mm DEOCO1S 10T ODCnIns ) i - N
wnth'&llo andmdwnh‘Good’ye‘ Letters open with "De: mdeu:l ah 'Sma:ly' Beme

amilnsonew,ﬂnem‘tﬁmmuhawbopm-ﬂdnu

mbmmaham«ammnﬂ,wﬁhnh&rmgw
from its envelope easily, but it is difficult to scperate an email message’s body from its addressing
mfomﬂmlhmﬁlmm;:udfay!whounbmdﬁm

However, that information mi notb::leqwir mnkx:mdb:lﬂh

somne email reading software. It might be unclear or ambiguons. inadeguate for tclling

mmﬁy&ymmﬂ:ﬂw&nm#mtmﬂemﬁﬂyu“

cues for your purposes.

. D'will give and closers, but need 0 think carefully sbout what
gmu{wmmmﬂy Ymay:mdbubbaﬁedm’::t
parties intd consideration.

Greetings
Salutations

Salutations are tricky, eapecially dgn crossing cultures,

mdmmdmmymthe bhllvdmhywnm e s first in
some cultures and last in others. Honotifics may vary based on status or age. So fiee] bad if you
MMWMMManuaMM

In the United States, it is an bad idea 10 use “Sir” or "Mr." unless you are al-lllm‘
emupmdulumh.Smihly nlspowymbmm instead of or “Mis."
you know the preference of the mnqm -

hmwmmwmmum ok. Thus, you can usslly get away with
2 "Dear” and the first name.

Dear Chris:

Here you are covered regardiess of whether Chwis is male or female. (Beware of using a diminutive if
you area’t certain your comrespondent uses it It might rankle Judith to be called Judy; Robert might
Maban;calledBob.)

If you asc addressing a group of people, you can say "Dear” plus the unifying attribute. For example:
Dear Project Managers:

Dear San Jose Lasers Fans:

hitp-/ferwwr. webfoot.com/advice/email.sig. html 112008
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Do You Ever Need A Salutation?

Given that email is relatively informal, frequently (in the United States) there isn't & problem with
dispensing with names and titles altogether, especially if you are in a higher status position than your

Hello - I saw your web site and wanted to mention that I invented .
the thromblemeister on Feb 29, 2403, *not* on Feb 28, 2402.

I usually use a simple "Hi" for people that I already know:

Hi - Are you interested in getting together for sushi next week?
I can bring all my wedding pictures and bore you to death. ;-)

"Good Morning" and "Good Afiernoon” don't make a lot of scnse with email, as the sun may have
moved significantly by the time your cc 1 gets around to it. "Good Day” sounds stilted to
American ears (although it is common in parts of the former British Empire). You may want to
avoid "Greetings" in the United States: it reminds many people of the draft notices young men got
durring the Vietnam War. -

Aggin, you must be careful about cultural differences. The East Coast of the United Stages is more
formal than the West Coast (where I live). Germans are even more formal; they can work side-by-side
for years and never get around to a first-name basis. So opening 2 message to' Germany with Dear '
Hans might be a bad idea.

Ideuntification

When I get email from strangess, I care more about what connection they have with me than how they
address me. When you send email, particalmly someone who doesa't know you, it would be good if
you would i iztel thos Goms: _ _

+ How did you leam of your correspondent?

e What do you waut from your correspondent?

. mmm‘? : raf

. should your correspondent pay attention to you? (If you can't answer this question,
shouldwondgtifymsholﬂdevenscndtheemail.) you

Putting some of that information in: a signature is better than nowhere at all, but putting it at the top is
better for several reasons:

. Kﬂmeisagoblem“ﬁth&cmmﬁmofthcmﬁl,tbemdismuchmotelikelytoget'lou
. Alm@WgethMymmgesmday,mdmmdmwddy.lfyoudon't

- gcmbhsh quickly who you are, your correspondent may delete your message before they get to
« Your identity is an important clue to the context of the message.

Good answers to the questions can take several forms:

Dear Ma. Sherwood: I am an editor at Very Large Publishing Company, Inec.
sat next to your husband on United last week, and he mentioned that you
are interested in publishing a book based on your email guide. I have
read your guide, and would be very interested in receiving a proposal from

you.

4

I
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My name is Dave Wilcox and I'm the legal counsel for Thromblemsisters
Direct, Inc. We are deeply disturbed at the aspersions you cast upon

us and on thromblemeisters in your email guide.

Therefore, we order you to immediately cease and desist using reference
to thromblemeisters in your emall guide. If you not, we will :rforud to
 file suit against you or your descendants if and when we and/or
- thromblemeisters come into existence.

Or even:

Hi - I am a novice email user and just read your ssail guide. I don't know
. if you are the right person to ask or not, but do you know what the French
for "Mister”™ is? If you can tell me the answer, I'll send you a funny post

Some good friends of mine recently got email from my cousin for the first time. Unfornately
dummn&mm&mpﬁm »mot ol

Dear Rich and Chris: I met you at Jim and Ducky's wedding.

But, becguse he identified where he knew Rich and Chris from immedistely, it was encagh
information that they knew he was someone to pay attention to. They replied t0 hisn aad
commmication is now going smoothly between them.

Signatures
quﬂmahmgnwadﬁtdmﬁ.brnxdim

use these signatures as an o i altcragte «
mhhyg:mle easy way 0 give name warys of

Hi -~ when did you want to go to lunch?

Rebecca P. Snodwhistle
Thromblemeisters Direct, Inc.
666 Bsast Street
Styx, BHI 77340
.41 (959) 123-4567 woice
+1 {959) 123-4568 FAX
snoduhistlefthrobledirect.com W
beccalthrombogquesn.net {(personal)

Such an extensive amount of signature information in contrast to such a shost question looks ©
me. | think much of the sbove is extrancous. If they ﬂnqilﬁonmhyﬂ'lnuyﬂy
lg:;nﬁl,;:'tmdm& mb;rumnd&:.n theylmebamd:':ﬂum
cam addressing information.) They already onc cmail address i memmge
sent, and don't need your other email address. - you
The name is perfiectly reasonable to include, especially if
« Your emuil messages don't include your full name in the From: line. (Send yourself email 80 see
if your nsme is there or not.)
¢ The name in the From: line doesn't match the name you actually use. (Christine might actually

go by Cluis, but her compeny might insist on using her full name a3 her email same.)
¢ The email account is shared by multiple people. (My husband and [ have a joint email acoount,

for exampile.)

bttp:/fwww.webfoot.com/advice/email.sig.htm) 1172058
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The telephone number is also a reasonable thing to include - if you are willing to be interrupted by a
phane call. Emotions are easier to convey over the phone, and some people prefer phone to email for
all circumstances. :
Hﬂnmgehhminesmhﬁd,im&pdingthewmpmynmhamaﬂeﬂﬂngmdo-wmif
the message is going to someone else in the same company. _
OnedmgﬂntlsmlssmgﬁumkehccaP Snodwhistle's signature, sbove, that I would like to see is
her job title. Is she the vice-president of sales or the shipping clerk? That may have more of an
influence on the correspondent than anything else.

So I would rewrite the above signature to be:

Rebecca P. Snodwhistle .
Chief Executive Officer, Thromblemeisters Direct, Inc.

+1 (959) 123-4567 voice -

That sigoature is still oveskill for arranging tunch, but it isn't always convenient to switch between

having your signature included or not.

Somepwpkpn&ingsgndxformmmﬂﬁrsiﬁfm : artwork, philosophical sayings,

. jokes, and/or quotations in their signature. This can be ok, don‘tavadoit.Agoodhemi’:ﬁclsto

keep your signature at or under five lines long.

After setting up signature that is included automatically, it is easy o forget sbout it. (After

don‘tmi).&whmvuaﬁmofomhfmmaﬁmchnmnﬁcmmwﬁsgtyomm

to.make sure that it is still up-to-date. And, if you have an entertainment piece in your signature,

ﬁmtclmngeitevuyomeinawhﬂe.ltwm‘tasﬁmnyﬂrﬁﬁielhﬁmeyourwworkn‘sswitasitwthe
time. ,

Omﬁmlmtemﬁgnﬂw:ﬂ:eymagoédmymluywwwm&ﬂaﬂofﬂn
message got transmitted properly. There is no body language to si that *done talking"
mfmgly,mdnmmmommmmgammd sgmal you s and,

Summary
If you are well-known to your correspendent, you can probably get away without including extra
identification. In other cases, you should ide your correspondent with enough clues to figure

who you are, why you are writing, and why he or she should pay attention to you. Preferably, this
information will be at the top of the message. Py y Y

Greetings are difficult to do well, especially if you are crossing cultures and/or languages. In the
United States, you can be pretty informal, but even in the U.S., you need to be careful that you aren't
cither making assumptions or using sensitive words.

Go back to Conients
Go back to Formality

Go on to Summary .
Created 30 Oct 1998 -

Please see the copyright notice.
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A Beginner's Guide to Effective Email

Summary
Kaitlin Duck Sherwood
gnodamiluyle:
« Provide sudience with adequate context:
o Usmlluﬁllnigadhu
o %ﬂnmﬂbwﬁdmnm
. Be:wneofpnphymimu.&ickm
o mt
Lines under ¢ five characters
:wtﬂh‘mm-ﬁwﬁmhl:;u
o Plain text
o Find for gestures and infonation:
o Astrisks
o Capital letters

punciustion
. Bemedwhﬂmmkwiﬂmbﬁnnwdm _ -
~ 0 .
o Domsin neme oo sod
o Grammas, puncinstion, spelling
o Formality

Hopefully these suggestions will be useful to you as you start your emmiling career! :-)

Go back 10 Contents
Go back to Greetings and Signatures

Go on w0 Bibliography Appendix
Dudy_Modified 10 Dec 1994 - added one Iine, moncy Bnk

Modified 29 Oct 1998 - reflect added pages on status and formality
Please see the copyright notice.
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A Beginner's Guide to Effective Email

Appendix: Bibliography
Kaitlin Duck Sheywood

ﬁmmaﬁmﬁmmmmEMWHTEuEmm. ——

exhanstive Jist.

1 Will Follow... covers a lot of the same materi llhtthig arything E-Mai -
. - guide covers, but not ia as mruch
m'ﬂﬂtmybenmnm;_)

. vm&mm%mmmhmn
o Idisagree ith some of the advice at Business Netiguette International. If you don't
irginia

(May 1994) Albion Books; XSBM: 0963702513 ]
o There is a Classic, tonguo-in-cheek guide of what not 10 do at Desr Emily Postacws.

o Ifyou want information about the nitty-gritty muts and bolts of exactly how the bis in
uﬂwdwmme&smmwm&
Standards page. '

o The book Elements of E-mail Style by David and Brent is am excelient book
with a slightly di&ud purpose. They mm@m:m&?“':hmm
what [ think of as "language mechanics™ - spelling, senfence structure, punctustion, snd 30 on.

(April 1994) Addison-Wesley Pub Co; ISBN: 0201627094; 157

The book Using Kmail Efectively by Linda Lamb has lots of discossion of commes cail

festures, using the Unix nailx email reader in the examples. There is a section on netiquette

- (pet etiquette), and some discussion of style issues. It is out of print and hard t find, even in
Silicon Valicy libearies.

o 1 have also heard of but not read:

o The 3 Rs of E-Mail : Risks, Rights and Responsibilities by Disne B. Hertmen snnd

{June 1996) Pubns; 1SBN: 1560523786; 153
o E-Mail Security : wmrwmmm by Brece Schnelier.

{(Januvary 1995) John Wiley & Sons; ISBM: 047105318X; 384 pages
o E-Mail : : File Tromsfer, Secwrity, and Iwsevaperabiliyy
Brad Shimmia (with CD-R 4
{October 1597) Ap Professional; ISEN: 0126400601 : 250 pages

Messaging by David Strom, Marshall T. Rose. .

o

{Jaly 1998) Harcourt Brace; ISBN: 0139786104 ; 400 pa
° E-Pohy.-fhwmnmagcm E-Policy, and huiermet 0 Prosect Your
Compary and lts Assety by Michael R. Overly.

(Septembex 1998) AMACOM: ISDM: 0814479960 ; 144 pages

o EMail by Skephes A_ Casweil.
{September 1988) Artech House; ISBN: 0890063036

o Why Didn't You Say That in the First Place? : How io Be Underssood at Werk bry
Richard Heyman.

{(May 1997) Joasey-Bass Publishers; 1SBN: 07807903442 ; 192 psges Reprint
edition

» The book Commections : New Ways of Working in the Networked Organization by Lee

h

hetp-/fwew webfoot.com/advice/email_biblio.html 117205¢
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Sproull, Sara K iesler is off-topic but really interesting. They talk about how electronic
communications alter the way people work. (October 1992) MIT Press: ISBN:
0262691582; 212 pages Reprint edition

Goback o Contents
Go back to Summary

Go on to Appendix: A cronyms and Jargon
Created 2 Oct 1998 B
Flease sce the copyright notice.
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A Beginner's Guide to Effective Email

‘Acronyms and Jargon

A oumber of new users have asked me to include a jargon/acronym page for cinail. Costtary to how
you might fecl, there is not a conspiracy out there to try to exclude you. Every that spennds any
time together develops its own shorthand notation; it is not surprising that forced 0 use the
unnstunal action of typing would be inclined towards acronyms. Some of come from Uscaet

. newsgroups, some of the more "gestural” ones come from Internet Relay Chat (IRC).

Obviously it would be nice of seasoned users 1o not pepper novices with an enormous sssourst
jargon, but on the Internet, nobody knows you are a newcomer. of

Hexe are some of the most common acronyms:

o BTW - By The Way
» FYI - For Your Information
D Rk e Maasal CMsal b

[T} Laughed O ote]
o ROTFL - [1 am] Rolling On The Floor Laughing [at what you wrote]
o RSN - Real Soon Now

These arc less common, but show up occasionslly:

. m-TyTaFmewv ) fomn

+ YMMYV - Your Mileage sty (taken a disclsimer thet legally must be given =
asomative fuel efficiency ratings are used in U.S. advertisements) Sy time

o TIA - Thanks In Advance (also sometimes written advTHANK Sence)

Jargon that is sometimes used:

o ping - Test to sec if the other persoa is there/awake/svailable. (This comes from a Usix
?sf.mﬂﬁm(«iﬁnﬂomuﬁon)waﬂiwun)wmwﬂ;yh:h
with a client. Ping me at cleven thirty or 30."

A term that 1 would love f0 see ized is “NRN", for “No Response Needed”. Somctimes,
without body language, it isn't when sn email-based conversation should be ended. Peter
mﬂﬂkﬂ?ﬁ‘mmﬁa—mﬁlmp&u‘,w‘ﬂmhmﬂ'&
to guess than "NRN".

Tomjmﬂuﬁdmm,uh&zm%' Consultasts’ Glossary of
Internet Terms. There is also a Dictionary of Computer Acronyms and Jargon

To back 10 Contents
Go back %0 Bil

Go oa %0 Domain Names
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Created 30 Dec 1995

Please sce the copyright notice.
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A Begihner'sGuide to Effective Email

Domain Names
K sithin Duck Sherwood
How To Read A Domain

The domain name is the thing that comes afcr the at sign (@) in an email addeeas, like ssl.com or

e Socigtion. The thes o he oxganization fereascs 2 Yo 33 1 43 gt The doenetm
size increases as you 0 %

ﬂuﬂ;:,sguv ,h%hhmmm%h;o{mﬂimd

"~ many US government ]

.lf]mnyhndungﬂﬁfyjnugﬁuie!ﬂ.&ew“dhhdb-ﬂ.m

that handles the mail. organizations might have one computer that does loager
currently all go thro mall.arc.nasa gov .

if email from someone, snd there i ign, then that means cxact
m,i:;linaymFoumgh,ime Jﬂb they s the

chris@bogusname.com , Chris might see only pat  in the retu address field.

If theve seems to be something missi ﬁomlhada_- in name, then your correspondent share
mMMhmﬁm ' u-’a:;dsen-’lb nd
chris@dos. bogusname.com , Chris might see only in the return address fiold

Three-Letter Extensions

" The Inst word, also called the extension, in a domain gives s clue to your affilistion. Ia heory, this is

what three-letter extensions mesn: )
e R eam =

You may notice that all but one are United States domaing. That isn't a coincidence: the Internet
started out as a US organizstion, and took all the good three-letier extensions.

Two-Letter Extensions

Intp/fwww.webfoot.com/advice/email. domain htmI7Email 11/20/98
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Ifthuéisanvo-lettere:nensimﬁ:atisacounty code. Hetearesmam@les:

An exhaustive [ist of country codes 1s at _
ht tp: //www.ics.uci.edu/pub/websoft /wwwstat /country-codes.txt .

Further Clues

Countries, especially the ones that are well-connected to the Internet, frequently have some

meaningfil structure in the next-to-last word in their domains. For example, ac  is short for
"acad:knic" in the United Kingdom, Australia, and Japan. Oxford University, for example, is
ox.ac.uk .

Commercial entities y have co - in the next-to-last word in their domain. For example,
}ﬁmhilapanisuhitmp .

United States two-letter domsins usually have the two-letier state or territory abbreviation right before
the .us . For example, the city of Palo Alto in California has the domain city.palo-alto.ca.us .

' that the increases as you go left to right: palo-alto.us.ca would be in Canadas if
it existed!) US State territory codes can be found at -

http: //www.usps.gov/cpim/ftp/pubs/201html /addrpack. htujabbyr .

Children's schools in the United States frequently have the word k/2  in them. (This is short for
*Kindergarten through 12th grade®, the US terms for schooling for students nominally ages 5-18.)
E}niyusi}iuhEmopeﬁeqmﬂthﬂwwd'uni"hﬂ:eﬁdomimmeWhue,Mfor

Canada also sometimes uses provinte codes; those can be found at
http: //www.cdnnet .ca/info/application-form.

Now Wait A Minute!

You may have noticed that some sites that don't seem to match their extensions. The domain
internet.tv is in Canada, not in Tuvalu. Why does America On-Line use aol.com instead of
aol.net 7 What is mercedes-benz.com doing in Germany? Why is netsurfto in the United States?

xtension ocuntry xamples |
feity.palo-alto.ca.us, kiZ1a.us
Jcam.ac.uk, tvr.co.uk
~ jparhimen.gov.my, janng.my
gl.de - .
% Papan _ .hitachi.co.jp, www.nibon-u.ac.jp
onga ' to - |
, uvaiu . jntenettv |

Basically, money. The countries of Tuvalu and Tonga have raised badly-needed cash by selling the
rights to their extensions to outside parties, who then sell them to other bidders. (They think that the
English word "to” and the common abbreviation "TV" for "television" are worth something as
extensions.) And since .com is what people try first when looking for 2 company, many entities
chose to use that instead of something more appropriate.

There are also some classes of organization that don't fit any of the domains particularly well.
Individuals who want to put up a web page are not companies, nor non-profits, nor military. For-profit

http://www.webfoot.com/advice/ernail.domain.htmI?Email 11/20/98
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arts organizations don't fit comfortably in either.com or.ory .

‘Take all domain names with a grain of salt. There are no penalties for being in the “wrong™ domein, so
when people think it will get them some advantage, it happens.

Go backx to Contents - .

Go back to Acronyms and Jargon

Plcase scc, the copyright notice.

by

http-//www.webfoot.com/advice/email. domain htm] 7Email 11720/5¢
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“Manners maketh man* Manners can also muke, or break, business transections’!

BUSINESS NETIQUETTE INTERNATIONAL

kﬁeWeb‘sprhe"Ndiqm"ﬁteformmm
international business in mind. This means company to company e-mail,
not personal messages between business colicagues.
Other sites offer Netiguette advice for persenal communications.

ﬁrﬁccﬁcpﬂyklf .:I h::,dﬁhkhwlhhozc -‘:M recuive
yom stop persen [
communication, you will go a long way tewards preventing and net
ollnle.?'l}eS]M!'LE i:“ﬂwwoddl&dh&ueM,f received
message

Communicating by e-mail is ne different from writing en mnq.:yldui.l.A

businecss unication is business, period. A certain degree of formalily s required. Just
m:::mhbhmhmﬁhﬂm&hﬁmdbﬁm

(l‘ha'eladlﬂu'uecbdm personal and personable - check your

The following is offered for your consideration.
If you have any comments or suggestions, plcase c-mail F.Pesrce st Pearman

hetp:/forww bspage.com/ 1 netiq/Netiq html 1172098




BUSINESS NETIQUETTE INTERNATIONAL Page 2 of 7

Originating e-mail.
When originating e-mail, say where you obtained the e-mail address of the person to whom
you are writing. Or mention thie web page name or URL, if you e-mailed off a web page. Many

" business le have more than one page on the internet and knowing from where or why they
are beingp::tl:tacted is helpful. It might even get you a mere meaningfal reply.

In addition, always put semething in the Subject bex.
L4 : -

es that arrive with no indication of source and no Subject are very likely to be
treated as "junk mail "

: - ‘Do not send ‘attachments* (Eles of text or graphics attached hne—mﬂ nuug) with
your e-mail unless and until your correspondent bas indicated that they will accept . Ask first!

e-mailheads and Signatures.
. Cresite n‘-e-naﬂwwjgmd;ympulk, contracts, offers, and the lilce. But, use it
sparingly, and only whea' ; Reeipients may balk at the wnudhge,unleu there is

V a’denrpnrpue.l(eepitslmrt-' lines are enough.

Proper use would be whenever it is necessary to make if clear that the message is from your
. company, rathér than from yourself, such as an offer fo purchase. * '

Create a signature for consistency. Keep it short and concise. Include your e-mail address
in case the signature gets separated from the header. Don't duplicate in your signature any

material you have in your
Here's an example:-

To: recé ) -
Ly ooy e com)
o 3 JooeGmycompan

MyCompany Iac.

Visit our web page at http://www.myco.com/

kT WAL =

Capitalizing, and other odd things.

hitp://www.bspage.com/1netiq/Netiq.html 11/20/98
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Mmmmmmdmh”thmd
- even encourage - all lower-case for imternel memes. This is

capitalictters.
nd:lovulywhe u-u-g-ymmwm wrile & letter
::‘mW-ﬁgJM? e hope T * -
Specifics

1. infermet - is & gemeric term, not a proper noun. Use lower case and capitalize enly at the
M«aqu”n“my-m_un--uumg.

aing ougunge with custem 2 sjor factor:. In fime, i sany be corvont v copiiolior Intoruet)
2. intranet - is a commen noun. Capitalize st the beginning of 2 sentence and whea the word

Ins been particularized - as in the IBM Intranet (fike the Ohio River), but: IBM's

intramet.
Werld Wide Web - should be capitalized, sccording to Webstar's - 500 below. gtoeven, iy e
s rul, other things of e sovne choss Sl gopher and archis should be copliinliond, ive. As hate Sover ave caplisliss], Jou saay dwablile net
wesplialize “warid wide web”, Wihaisver you choass, be sonsistont)
The initials, WWW, which stand for "Werld Wide Web', should be in capitals. Gee witaws
a—umq—l-minq—-hﬁm*um-anm

cmail - The "e” is always lower case, except at the beginning of a semtence, and the word

Syphensated. Cemsl - ve hyphos - woens “snamel™ i Garmsn s0d Poonth.)
en-line - should be hyphenated, not writien selid (online). However, "Ounline” is

mmonly. used in trade names (eg.America Ouline), in which ease it should be writtien
‘&mmmmm(uu-ﬂw -

m o St e b e b o bbby et

- .' ' dh—u -u-ﬂ-'h.: ":-—a-u.u-u.—-...
"Hs-b_n mﬂw

First names and Titles.

o

nsap-',

your correspondent first name, then by all means weoe theirs. should
hh“bha?hywrwmﬂﬂhhiﬁ-;ﬁh:ﬁ-m

sitwation, especially im the internationa] arema. Business people in many conntries find the
friendly nature of Americans, for example, semewhat over-bearing ot first.

Optiens

Bm“ﬁe“niwﬂhﬁl“mﬂc(&,&.nmn
slbervistion pasied.) run.tbkhﬁr—l, s your decision, being the firnt to wrise, bat be
rndybswiuh correspondent replies formally.

mmlm-ﬁeﬂnda-&nﬂ“m

&,udywﬁﬁmwﬂutnhhﬂu%r!ﬂu‘“,'ﬂlw-dhﬁi

wet recommended for business. If you are not sure what o use, use nothing. “"Doar

Webmaster” is akay, Iyumnuyumwrhb&ewﬁn-&

4. VWhea uwup-de-t’-dwt-n ﬂqhn a single

m«-* u-e),yunayulllnu accerdimgly. Iif given sad
family names are used, it is safest to reply formally. Men might reply to men with given
mames, and women to women, but a man should net ¢ a lady using ber first name
oaly unless it is clear that be is invited to de se,

s. &mbmmmuiuﬁouqd&lyhhu&ehudam“ = which
case, first nsmes are appropriste. Others remain on 2 formal evel - in which case, retain

2 F
k §

bttp://ww bspage.com/1netiq/Netiq.html 1172058
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the formal address, _
6. Consider age and rank, tos, if it can be discerned from the correspondence. Outside North

America, people in a position of authority and people of mature years expect a certain
deference from their juniors. '

CLICK HERE for International Addresses and Salutations.
- The Message.
Correspondents frequently try hard to be brief. This is desirable, but business

‘will usually be longer than personal notes. It is important, also, te communicate - don't kill
understanding  brevity.

When replying, you will often be to only part ef the received message. Maintain
the thread, by all means, but save space by not returning the whole message, only the part to
which you are replying. :

Don't use "smileys" (:-) ;-) :-/ etc.) These are fine for personal netes but are quite

inappropriste for business use. The.meaning of your words should be contained within the
wog themselves, and not need additional explanation with fanny faces! _

International Considerations.

Keep messages short, but do aet let meaning suffer.

' thhmohy,h-ﬂhtdu'iweﬁoitmmlpuudru&gmm
your correspendent. Furthermere, they are usually idiomatic and difficalt to understand by

someone not absolutely flieat in your language. As mentioned above, in many countries
find the friendly nature of Americans over-bearing at first encounter, se, be courteous but ge
easy with the courtesies.

Shargphhsmtummm&rumwumdhahnln other than their mother
tongue. In some parts of the world, the written Ianguage is very fo and quite different from
the spoken language. Therefore, there is an expectstion that your writtem communication will be
formal. For internationsal business e-mail, err on the side of cantion and write in a formal tone.

It's easy and natural to progress from formal to friendly, but it weakens your position to have to

step backwards from friendly to formal.

Regardi and rank, eutside America, people in authori and older peeple expect
eertaindefeﬁe‘eg;mnpwpkm approach them. n anthority - :

Don't spam. Doa't send Jong junk. In Nerth America, freedom is your highest ideal: in
most other parts of the world privacy is held in higher regard!

http-//www.bspage.com/1netiq/Netiq.htmi 11/20/98
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Unsolicited e-mail, Junk, and Spamming.

Unselicited o-maail - or junk c-mail - is the clectronic equivaient of junk postal mail and
. -’h:twﬁpuﬂl-’t:ﬂ, ::vi‘lleelvdcp‘::mmm;m“

at Ccam
mnhhtheumdﬁbmﬁatmdﬂl'tmtulthwm you
imconsiderate, and very bad netiguette.

But business ackmowiedges that direct mail werks! How can you the noed to
customers, which by definition must be strangers to your business, snd at -eheg-.
polite. Remember our first rule: "... show consideration for the other party...”

Wewuﬁymﬂeb&nmhwhmhhbmj
counter-preductive and quite rade to send 10 pages of details before confirming that the
recipient is interested. See the next section for & practical example of this.

Spamming is sending the same message (o hundreds or thousands of c-mall addresnes In
th of hitting a few interested people. It displays exireme selfishuness and total disregard
b:li.?;’%-l-&n:nnlquaﬂmlyl.

Se, if you must send unsolicited o-mail in your search for new customners...

1. Ouly send enc-Tine selicitations, | by "E-mail for details™. People whe want detalls
will reply, these that don't, wen't; .

2. Use bulk e-mail software that supresses the list of names; or

3. Put the list of o-mail addresses in "Bec™ (stands for blind copics) to protect the of
your andience. *"Ce" lets all recipicnts see the full list of addresves. Apart frem privacy

angle, it's frustrating te receive a ene line message preceded by S pages of o-mall

addresses!
4. Put your own c-mail address at the top of the list, as a quality check, se you con soe what

" everyeme cloe is receiving:
5. Ead with your full name and a shert, onc-line signature.

AR Actual Situstion.
Michael Sefiane wrete, asking the following questions:

>1 have just sterted sy own lnternations] Import . 1 weomld Sl it
>comumunicating with International
Our reply... 7

Considering that you are about 10 contact strangers ‘owt-of-the-biue’, this gets you isto 3 1ouchy s, be caredial.
Umsolicited c-mail e-mailjcmbes suisance © recipienis. If yow've been on the intornet swy lagth of time,
T e e e ey P e
communicaton

mﬁumm(ﬂmm y

hitp://www _bspage.com/Inetiq/Netiq html 11/20/98

qb



BUSINESS NETIQUETTE INTERNATIONAL Page 6 of

Spmmhgkmdingﬂleupewwhmdmds,thmdsofreoﬂc,wiﬁon' ing the relevance - a rude
mdhn@mmhtmummmpmwMMnmkadMof&em. to do? To a great
extent, business people accept that businesses need to contact strangers. "just don't annoy me in the process,” they say.

A one-line message to & narowly defined list is Okay.
How about— ' :
“We are Moda International buports - Northwest USA. We are developing  list of contacts in (...). Please e-mail if

you would like to sge desails.
e Sehcone (katib@continet. com)” |
See how short it can be. Interested parties will reply: disinterested ones will not have been inconvenienced.

>Aholmnlhwhguvﬁebﬂmmhmmlmmm¢hwdow
>have the time , in a polite way, to do business with them.

Two ways to approach this- 7
uil?m;mwwMMMmeﬂmmw Or,llnple"No
Mﬂﬁm“km-hm_mm“m.ﬂﬁhm'

That leaves it open for in the future, if you change mind'l"dmc,eondiﬁmdu:p.-
beghdofumumcﬁ;.u' your and you may

More thoughts on Unsolicited e-mall
“My role, as a marketer, is to make any solicitation both effective and unobtrusive. If I

offend too many potential clients, and sell too little product, then I have failed. If I offend
no-one, and sell product, then I have succeeded.” Ila

=

Netiguette for Personal Communications

1. A Begimuer's Guide $o Effective Email
2. !s%

3. Life on the Internet - Netiquette

4. InternctBASICS - Netiquette

§5. Etiquette for Public E-Mail Systems

If you have a favorite "Netiquette” site that should be included here, or if you have written
http:/fwrww.bspage.com/Inetiq/Netiq.html ' 1172098
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ene, please tell me about it - e-mall F.Pearce at Pearman

Doy e T T e

Mdm&gmw&e'm"?THEBﬂsmESSSTARPPAGEBaM“

from which business eperators and entreprencars start their day. ARl topics and mics are
busimess oricnted for your greater productivity.

e cpiin 1y, 31&"?9’36"@: m&i"ﬁ%

° Dv M Farba. d}’ University, CA, contribwed, Jidy 16eh, 1996. ~
September 19th, 1996 10 be wsed. .

October 25th, 1996, GMMWMMMN: 'm-wfm i
Jemnine Carmichael wrote June 11th 1998, resulting in changes to Nawes and Titles’.

mphMMMMMA-MmWM

hitp:/fervrw bspage.com/ I netiq/Neti bem 112008
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List of African Internet Service Providers
June 1998

Compiled by Mike Jensen mikej@sn.apc.org _
The service providers isted below are in the capital cities unless otherwise indicated.
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Central African Republic
Socatel hitp://socatel.intnet.cf

Congo (Brazzaville)
No full ISPs

Stamet (Abdeen, Cairo) hiip:/iww
B Mﬂ@ﬂm
AT&T-NCR (Giza) hittp:/Avww.nct.
EISMASH (Mohand ' ) a
Datum (Masr El-Gadida, Calro)
Link Egypt (Dokki, Glza) .Ihmw link.com.

Rite (Zarnalek Cairo) %M

- Yassa Trade/AlexNet (Alexandria) hitp./alexnet.com.eg
Egypt Online (Cairo mleww eol.com
lnforNatlon {(Hoha in, Jwww .pacc.
SinaiNet (Sharm EI—She'kh m .sinai.com.eq
Data Express (Alexandria) http:/www.dataxprs.com.eg
WorxidNet (Nasr City Cairo)

IEC (Monandessin, Cairo) hiip:/fec.egnet.net
RITSEC ritsec.com

hitp://www.ritsec.com.eg
FRCU h_ﬂ);Jﬁ_mw_chuM
AUPELF-UREF. hitp:/Aww.refer.org.eg

a!:_aEbrlalGuhu
SA http:/iwww.intnet.gq

Ethiopia -
Ethiopian Telecommunications Authority (ETA) htip://www.telecom.net. et

NCS (Agty:ra Komasi, okaradi)

Assoc of African Universities (AALS m WW.aau. ogg

hitp:/fwww3.sn.apc.org/africa/af-isps.htm

Page 2 of 8
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CBI (Casablanca) h

CFC-ESG (Casablanca
Cybermania (T etouan) leww cvbe

Dna'&pne MarocNet (Casablanca, Agadir, Tangier) Wtp:/iwww . diagone.net,

Re

.refer.ma
Dounia Net (Casablanoa ouma net.ma
EBE Casablanca) h .I
Es (N (&;’ca
paceNet a
FesNet (F )mfl_lwmetﬂ—_m_tm_a
(Casablanca) hitp://www.open.net.ma

Group Open

InfoCom (Casablanca) http://mww.cyber.pet.ma

inteiCom htip:/www. atiasnet netma

La Tangeroise (Ta gler)nM_MMMm

L&L Technologles (Casablanca) hitp:/Mwww.techno.net. ma

Ma%hrebNet hitp.//www.maghrebnet.net. ma

Jhwww.mtds.com

MicroAccess (Tangier) hitp:/Aww.mamnet.netma

MultiMedla Marrakech (Marrakech) hitp:/www.cybemet.net.ma
isys (Casablanca) http:/Avww.munisys.net. ma

PLV-l- (Casablanca) htip:/mwww.plvplus.net ma

Prolec [hww. arcnet.net.

Serinfor (Casablanca) http://www.serinfor.net.ma
SIS JJww sis. net.ma

(Casablanca m.llwml % .net.ma
SOMARC (Casablanca) h Jmis.net. ma
Sprint Technology (Casablanca) hitp.// .Spri
Wafane?ooe Casablanca) http:/Awww. wafamooe net.ma
Winner lanca) hitp://www.winner.net.ma

MicroNet-Tropical Allte :
TDM hitp:/Awvww. tdm mz .
CIUEM http://www.ci.uem.mz

Namibia

UUNET htip://Awww.uunet com.na
WWN hm:lhvww.'%.mm
LIA hitp:/Amww.nam.lia.net

Niger
ORSTOM hiip:/Awww.ofstom.ne
SONITEL hiip://www_intnet.ne

http://www3 . sn.apc.org/africa/af-isps.htm

Page 4 of 8
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Hyperia htip:/Awww. X :
Microcom hifp://micro.com.ng / sesvice@micro.com.ng

Re of Congo (Ex Zaire

IC & Lubumbashi) m’ Iiweww ic.cd | pp:Iiwwew.ic-kibum.od
Rwanda

Rwanda Tel hitp//www.rwanda{.com

S=0 Tome & Principe’

Telepac hitp:/Awww.

Murlbets(nnsﬂynotmw infernet backbone):

Pagesorg

02
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ValueCom
ZAnet Intemet Services

Connected to the PTO Telkom's backbone (46 towns with POPs) (http://Awww .saix.net):

Glanbc intemet Services
0800 Intemet Executive .
Acenet

http://www3.sn.apc.org/africa/af-isps.htm 1172008
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Zambia
Zamnet hitp://www . zamnetzm
ZamTel http/iwww.zamlelzm
University of Zambia http:/iwww.unza.zm

Zimbabwe

UUNET Intemet Africa hitp:/mwww.harare.iafrica.com
Samara hitp/iwww.samara. ) |

ID hitp://www.id.co.ZW

AfricaOnline JA_W_W-@%:M

Deloitte & T http:/ £0.7ZW

PrimeNet mum_w_emm

UUNET Internet Africa. M_ww_rmmla_.mm
icon Intermet hitp:/Avww.icon.co.zw,

PC intemet http/Avww.pci.co.zw

Telco Intemet Services hiip:/i

_mmm_m
Utande Intemet Services http:/Awww.utande.co.zw
Zambezi Net mmJMww.zan'abez: net

Zimbabwe Oniline hitp:/Awww.zol.co.zw
Zimsurf http/iwww.zimsurf.co.zw

hitp://www3.sn.apc.org/africa/af-isps.htmn
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w| r-ﬁBW Box 40393 7318444 B0
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List of African Full Intemnet and Email Service Providers

%

EG

Page2 ol 7
2903527 Wlﬂm.wmgg

DATUM(DS) Cairo 303501
Ezyption UDV Lo , R PO ERC _
Slmﬁr = n:lszz ’:w' H.C . m'mm.eg
et | = i ..:‘ FUnet
FDSC F"" IT Hissas w: 9-lj —er——
fofouch  fuim  pMumaks: [0 PR Laiee@in

[20-2-34]- Ol ~,

| ‘Wm

P19

ATEE(E

GH
GM 220-22-9999
JB-ﬁul N 220-495-443
Cavi F-w MB.48  |[220-223-19
; I;Alms E{ 4-41-4141
- ,
E ARCC-Ken irobi 0. Box 58638f50
hittp:/Awvww3.sn.apc.org/africa/afispist htm 11/20/98
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MW Malawi MedCol-Mal  Zomba PB 360 265-677-245
[ |

1
—

bique)CTUEM 257 . 1

HEHEHEDEERER

BILEEIEIE

mﬁ Box 1228 P3s-513-214 [0 "
] [Breme D Ta7 91351
Togo ~ finfompatique _[L°™ pa2sss  pasions i, fpici@cses
ORSTOM-Togo[Lome |p 375 w  S———
&1

Ageace Tunis. | [TT Avenue .

G

d

http://www).sn.apc.org/africa/afispist.htm | 11/20/98
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N

1A-SA 2146
TWay- -
lineSA llolmmbuq 1
EBM-SA prm
X
k"f"""“‘s“ ! orthclitf 2115

ZA
ZA 12.5601 fnfo@sprint.co.za
- - 11-
115-SA o P Ry p-
E7-1311- TIT1- e 2
22761 3 _’nﬂ@uu-
07-41-716- [he s )
A 1210 m6-12- l';cn-dcnsnm
- - -
A 1099 s
1082 )
ynawood 292 1-3604 is.co.za
. enno| - iy
ZA OpeaNet-SA Ihwm o pseiber
BLKOM  [Prowia X780 307 pii-3314
Temenet Ihurn IB'«ZTMSmnysideOlsz 888-0;52 ;I
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Mdorra

United Arab Enmirates
Afghanistan

Antigua and Barbuda
Aguilia

Albania

Araenia .
Yetherlands Antilles
Mgola

Mtarctica

Argentinag

Mexican Samoa

Mstria

Mstralia

Aruba

Azexbaijan

Bosnia and Herzegovina
Barbados

Bangladesh

Belgiom

Burkina Faso

Balgaria

Bahrain

Barundi

Benin

Baranda -
Brunel Darussalam
Boliwia

Brazil

Bahama s

Bhutan

Bouvet Island

Botswana

Belarus

Beljize

Canada -
Cocos (Keeling) Islands
Central African Republic

Congo

Sultzerland

Cote D'Ivoire (Ivory Coast)
Cook Islands

Chile

Camaroon

China

Colombia

Costa Rica
Czschoslovakia (former)
Cuba

Caps Verde

Christmas Island

Cyprus
Crach Republic
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Eritrea

Spain

Ethiopia

Finland

Fiji .
Falkland Islands {(Malvinas)
Micronesia

Faroe Islands
France

France, Metropolitan
Gabon

Great Britain (UE)
Grenada

Georgia

French Guiana
Ghana

Gibraltar
Greenland

Gambia

Guinea

Guadeloupe
Equatorial Guinea
Greece

5. Georgia and S. Sandwich Isls.
Guatemala

Guan
Guinea-Bissau
Guyana

Hong Kong

Heard and McDonald Islands
Honduras

Croatia (Hrvatska)
Haiti

Hungary .
Indonesia

Ireland

Israel

India

British Indian Ocean Territory
Iraq

Iran

Iceland

Italy

Jamaica

Jordan

Japan

Kenya

Kyrgyzstan
Cambodia

Kiribati

Comoros

Saint Kitts and Nevis
Korea {North)
Korea (South)
Kuwait

Cayman Islands
Kazakhstan

Laos

Lebanon

Saint Lucia
Liechtenstein

Sri Lanka

Liberia

Lesothe
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Lithuania
Luzembourg
Latvia

Libya

Morocco

Moaaco

doldova
Madagascar
Marshall Islands
Macedonia

Mali

Nyanmar
Moagolia

Macau

Northern Mariana Islands
Martinigue
dMasritania
Moatserrat
Malta
Maaritius
Maldives
Malawi

Mexico
Malaysia
Mozambique
Bmaibia

Nev Caledonia
Riger

Borfolk Island
Nigeria

Ricaragua
Netherlands
Morvay

Hepal

Baxru

NHewtral Zooe
Niwe

" Wew Zealand (Aotearoa)

Oman

Panama

Paru

franch Polynesia
Papua New Guinea
Philippines
Pakistan

Poland

St. Pierre and Migquelon
Pitcaimm

Poscto Rico
Portugal
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Slovenia
Svalbard and Jan Mayen Islands
Slovak -Republ ic
Sierra Leone
San Marino
Senegal
Somalia
Suriname
Sao Tome and Principe
USSR (former)
El Salvador’
Syria
Swaziland
Turks and Caicos Islands
Chad
French Southern Territories
Togo
Thailand
Tajikistan
Tokelau
Turkmenistan
Tunisia
Tonga
East Timor
Turkey
Trinidad and Tobago
Tuvalu :
Taiwan
Tanzania
Ukraine
Oganda
United Kingdom
US Minor Outlying Islands
United States
Uruguay
Uzbekistan
vVatican City State (Holy See)
Saint Vincent and the Grenadines
Venezuela
virgin Islands (British)
virgin Islands {(U.5.)
Viet Nam
Vanuatu
Nallis and Futuna Islands
Samoa
Yemen
Mayotte
Yugoslavia
South Africa
2anbia
Zaire
Zimbabwe
US Commercial
US Educational
US Government
International
US Military
Network
Non-Profit Organization
0ld style Arpanet
Hato field
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