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Learning outcome of this Session

The students will be able to: 

▪ Differentiate between postal mail and electronic mail;

▪ Write an e-mail message; and 

▪ List the benefits of an e-mail account.



Introduction 

Electronic mail or e-mail is a quick way of sending messages to people using the Internet.
It consists of lines of text and images. The invention of e-mail has influenced our lives and
they have become a popular means of communication. It is important to learn about the
various tools and features of an email so that one can use it effectively. Files containing
videos, documents, spreadsheets, etc., can be sent along with the e-mail as attachments.
E-mail is fast and easy to use and it can be sent to multiple people at the same time. One
should know the email basics, etiquette, and safety tips.



Postal Mail versus E-mail



E-mail ID or Address

• The general format of an e-mail address is local_ part@domain. An example of 
an e-mail address is ashokrastogi_1@gmail.com. 

• An e-mail address is made up of two parts separated by the @ symbol. 

• The part before the @symbol is created by the user and is usually the name of 
the person, for example, ashokrastogi_1. This is different for every user.

• One might need to add numbers or any other prefix or suffix in case someone 
else has already taken that mail address before him. One person can only have a 
specific e-mail address. 

• The part after the ‘@’ symbol is the domain name of email service provider, i.e., 
the company that provides the e-mail service. Here gmail.com is the domain 
name of Google.



Advantages of Email

• E-mails can be sent to multiple users along with the attachments. 

• They are fast as they reach anyone around the world immediately, free as most 
services do not charge money and it is environment friendly, as no paper is used.



A Quick Recap Of This Session

In this session, you have learnt about difference between postal mail and electronic
mail. You have also learnt about the email address and the benefits of email.



Home Assignment

A. State whether the following statements are True or False

1. Email cannot be sent to more than one person at a time.

2. Email is an electronic message sent over the Internet or a computer 
network.

3. Pictures, videos, audio files, and spreadsheet files cannot be attached with 
an e-mail.
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