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Chapter-7  E-mail, Social Networking 
& E-Governance Services 
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Using E-mails

➢Electronic mail (email or e-mail) is a method of exchanging messages 
('mail") between people using electronic devices.

➢ Invented by Ray Tomlinson, email first entered limited use in the 1960s 
and by the mid-1970s had taken the form now recognized as email.
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Structure of E-mail

➢The structure of email address: Every email address has two  main parts.

account_name@ domain name.com 

Domain name:

This part of the email address is the name of server that hosts your 
emails. It is not  necessary that the domain name would always be of a 
com kind. It can be anything from the  Standard list of domain extension 
(eg, .org, .net, gov, .co.in etc.) 
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Account name (or username)

An email hosting server may host emails for one person -or millions of 
persons.it is name of user, that will be unique. 

Note –

➢E-mail addresses are not case sensitive . It means you  can write your 
email in any case. 

➢ Account Name not be longer than 64 characters. 
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Opening E-mail Accounts

➢Follow the steps below to create email account

➢Step 1: Click on the SignUp Button. 

➢Step 2: Enter all mandatory fields.

➢Step 3: Type in your desired Email Address out of our huge selection of 
200 available domains (gmail.com, accountant.com, chef.net, etc.)
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➢Step 4: Choose a secure Password (at least 8 characters, mixing 
letters, numbers, lower and uppercase, and using special characters).

➢Step 5: Select your Security Question, type in your Answer. 

➢Step 6: Verify your registration by typing the numbers in the captcha
picture. 

➢Step 7: Click the "Accept" - Button.
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Mailbox:

Mailbox is the container which contains all the email sent & received to a 
certain email count. lt has a lot of folders which differentiate the email sent, 
received, junk, spam or deleted.

Inbox- :

Inbox is the place where all the incoming emails are stored and can be 
accessed through. As the name implies of inbox, this behaves like the same. 
It lists the email received into a relational table sorted according to the date 

Outbox- : Outbox is place where all the sent data are stored until it is not 
fully sent. There is also a section named Sent Mail which contains the list of 
fully delivered emails. 
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Draft-:

It is place where messages composed but, not sent and even not 
queued to be sent. In other words, whatever messages we compose and 
save it is stored. 

Junk- :

It is place where fake and spam kind of mail which contain virus, 
malware, spyware or do stealing data kind of activity, is stored. The email 
client application analyzes and sorts which to put in. Inbox and which to 
junk. 
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➢Sent Items -It is a place where all delivered mails are listed.

➢Deleted items: It is the place in Mailbox where all the deleted emails 
are stored to Items which you can reuse, send, forward or print, 
depends.
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Vital Terms for sending an E-mail

➢To -it is the section in which we write the receiver email addresses.

➢CC (Carbon Copy) - in this mail recipient of the mail also know about the 
other recipient of the mail. 

➢BCC(Blind Carbon Copy)-Same as CC but recipient does not know the 
name of other recipient.
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Vital Terms for sending an E-mail

Unsolicited bulk mail

UBE (Unsolicited bulk mail) is email sent to large numbers of recipients 
without their knowledge or consent, often advertising commercial 
products or services.

SPAM

Email spam, also referred to as junk email, spam mail, or simply spam, is 
unsolicited messages sent in bulk by email.
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Social Networking

A social network is a website that allows users to connect with other 
people and businesses online. Social networks typically have a similar 
format, where each business or person has their own profile, which 
provides personal or business details



13
www.infomaxacademy.com

Example of social Networks 

➢Facebook

➢Instagram

➢Classmates

➢Google +

➢LinkedIn

➢Pinterest

➢Twitter

➢Youtube
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What is E-Commerce 

➢E-commerce - an abbreviation for electronic commerce, is the buying 
and selling of goods and services, or the transmitting of funds or data, 
over an electronic network, primarily the internet.
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