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Internet communication

Internet communication: refers to the exchange of data, information, and
messages between individuals, devices, or systems over the Internet

It encompasses various forms of online communication,

including:
> email,
> instant messaging,

> video conferencing,

> social media, and more.

Basics of electronic mail

Electronic mail, commonly known as e-mail. Email is a beneficial way to
communicate with individuals or small groups of friends or colleagues. over the
Internet.

1. An email address: is a unique identifier for each user,

2. Typically in the format of name@domain.com.

3. An email client: is software used to send, receive, and manage emails, such
as Gmail, Outlook, or Apple Mail.
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Getting an email account
We can create a new Gmail account on our PC with these simple steps.

Step 1: Visit Gmail's website: Gmail website.

M Gmail For work Sign in

Secure, smart, e re 8
and easy to use 5 |
email i e T e

-~ RS Oy— o
Get more done with Gmail. Now integrated with Google « ®
Chat, Google Meet, and more, all in one place
u
L -
Create an account For work -
le P
e S
A -

Step 2: Fill in your information

Google

Create your Google Account

to continue to Gmail

First name FpEE——

John Doe

Username

doea482528 @gmail.com
You can use letters, numbers & periods £
Password Confirm =

Use 8 or more characters with a mix of letters, numbers & p
symbols One account. All of Google

working for you

[ show password

S — I m I
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Step 3: Verify your phone number

B N

Step 4: Accept Google's terms of service and privacy policy

Google

Verifying your phone number

sure that a's

v

ferms

Google

Privacy and Terms

0 Create & COOgke AL00unt, yOou'll Netd 10 M ee 30 the

Ol Service DelOw

IN OGRON, WHEN YOU Create an BOCOUN We DIocess pour
IFoOmation &S deacrnied N o Privacy Policy, Incluoang

these ey Domta

Data that we process when you use Google

When you set up a Googie ACCOuNt, we sione

TALION YOU W US Bhe yOur name, smal
SO 44 O Tl O Nambet
>

AN YOu use Googke serviCes 10 ) IhINOs Bexe

AR WTRE B IMLEADS N Gl ot commemt on e

YOouTube vigen, we saore the nformation T you
creste
When you ceanch for a restawrant on |

ogie Maps

WAACH & viSe0 o YouTue for exampie, we

SOOCe LS OIMatnon about DAt aChwty o
OSSN 2o & the oo & bapc

srvce 108 B addrenses coclon dala ad locehon
We a0 process the kind of nformation describes

above when you use apps or sies that use Googls
. A T #
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Step 5: Personalize your account Your Gmail dashboard will be the next page you'll
see. This is where you can view your emails, create and send new emails, and set up
Gmail to forward your emails to another address if you'd like

= M Gmall Q Search mai :—:'- @ @ as Q
a- ¢ Turn on Chat and Meet for more )
/ Compose ways to connect with your friends.
& Primary © Promotions & Social

& Inbox 1
Y Starred @
® s ; Get started with Gmail X
Snoozed
B Sent Customise your Change profile O)e Import contacts Get Gmail for &
0 2 @ inbox ® mage = and emails U mobile
Jrait
v
Google Community Te. Joshua, finish setting up your new Google Account - H hua, Welcome to Google. Your 08:27 -+

Step 6: Sign in to your new Gmail account

> To sign in to your Gmail account, all you have to do is visit Gmail's website and
click on the "Sign in" button in the top-right corner of the page, then enter your
email and password.

M Gmai Forwork | Signin

Secure, smart, i Compoes
and easy to use - __
email e T L
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Sending and Receiving e-mails

1-When the sender sends the email using

The mail program, then it gets redirected to e

the simple mail transfer protocol which | erwore [ |

checks whether the receiver’s email

EENMER
TIwW

address is of another domain name or it ] < >
- , POP LINK
belongs to the same domain name as that e | Meommes |

of the sender (Gmail, Outlook, Yahoo,etc.).

Then the email gets stored on the server for later purposes transfer using POP or
IMAP protocols.

2- If the receiver has another domain

name address then, the SMTP protocol . T -k
communicates with the DNS ||
>

(domain name server) of the other address

that the receiver uses. e
Then the SMTP of the sender communicates p— L™

EENER]
v

OUTGOING EMAIL

with the SMTP of the receiver which then

4
INCOMING &

carries out the communication and the email gets delivered in this way to the
SMTP of the receiver.



Al 3 palaall fo gudal) BT P m— 5?):-’

3- If due to certain network traffic issues,
INCOMING &
OUTGOING EMAIL
both the SMTP of the sender and the S | | ( ‘
receiver are not able to communicate with R

EEVMNER
v

each other, the email to be transferred is

<
in f the SMTP of th o
put in a queue of the S of the A I T weomncs | ——

(OUTGOING EMAIL

receiver and then it finally gets receiver

after the issue resolves.

If due to very bad circumstances, the message remains in a queue for a long time,
then the message is returned to the sender as undelivered.

Components of an Email

IM‘ : v ' -
(,M il / Compose Mail link - click to display form below I
v e &

ik Spshm

Gmail email composition form
1. Recipient email address
2. Email subject

3. Email body - main message

-t 1900 Mo ]
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Using Emails

1.Access Your Email Account

> (o to the email provider's website or open

the email app on your device.

> Log in with your email address and password.

2. Compose a New E-mail

J...M.Ai ‘;Al_.u }?J:A

>oogGie
Sign in

o continue 1o Gmall

> Click on the "Compose" or "New Email" button, usually found at the top of the

email interface.

> A new email window will appear where you can start writing your message.

™~ Gmail

= M Gmail
b Compoe

O Primar v
=] miba
k4 Starred Balit Kulla
©  Snoored Beinnng Joke
B  Importam

Luis, me, Anastasia

= S
[T Dandal Vickery
- X Hick Kortendick

Tim Grear

Karen, Memdith, Jarmes

Song Ch

Carmeron, Tyler, Dylas

Mizra Sato

Anissa, Menedith, James

Trip 10 Cairngorms Mational Park - Fla

Surf Sunday?- G

Basl Japan
Ecii Tk

5 Pred

% Bus
fiking this
Mlike's aurpe
Cooking cla
Pictures fro

M e

My roading

Jecoueline Broek

Taco Tuesday

'—- ) Compose

) Inbox

RLELTN] &

1000 A

oo 2 6 A D F ]
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3.Add Recipients

> In the "To" field, enter the email address

of the person you want to send the email to.

> You can add multiple recipients by
separating email addresses with commas.
> Use the "Cc" (carbon copy) field to send
a copy to other recipients and the "Bcc"
(blind carbon copy) field to send a copy
without showing other recipients' email.

4.Write a Subject Line
> In the "Subject" field, write a summary

of the email's content. This helps the recipient

understand the purpose of the email at
a glance.

5.Write your Message.

> |n the main body of the email, write
your message. Be clear and concise.

> \We can use formatting options like
bold, italics, and bullet points to enhance
your message.

),,ubi ‘;al._.u \jJ:A

Il ¥  Important Outiook News - Message (HIML)

=RV

Fle  Message

%v

Insert

Draw  Options  FormatText  Review  Develo

ﬁ”]vg%ﬁ’ Calibri van[gvav,,,

sanjays@standss.com

> From v

To manager@someplace .com

assistant@someplace.com;

Bec

Subject  Important Outlook News

i
<

® OC @ =7

To:
Ce:

Subject: Subject lines matter!

New Message

To johndoe@companyname.com
p N Subject: Your exclusive Premium subscription discount
Subject Line
Hi, John, € Introduction
Thank you for being our loyal customer for over five years, We at
[Company Name] really appreciate your commitment to our product,
=¥ 5010 celebrate this, we've granted you a 70% discount on your yearly
Email Body Premium subscription,

- Use code JOHNDOE at checkout. o Closing

Email
Signature

[Company Name] team in) (¥

M Save as Draft © Send Now

A Remind me
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New Message T e >
To |

Subject

6. Attach Files (Optional)

- If you need to send files like documents,
images, or videos, click on the "Attach" or
"Paperclip" icon.

e Select the files you want to attach from
your computer or devjice.

- — Sans Serif - -1 — = U A ~ = - i=

EXEDETE - 4 0 - © 6 = o -

Il
{

|

7.Review Your Email
> Before sending, review your email for any spelling or grammatical errors.
> Make sure all the necessary attachments are included.

8. Send the Email

> Once you're satisfied with your email, click the "Send" button to send it to the
recipient.

9. Check Your Inbox

> Periodically check your inbox for new emails.

— Py Gmail Q. Search mail = (&)
= = te : i-50 of 173
|~ cCompose
= Primary S Promotions =
| === Inbox 1S8
Y Starred Instagram |
wikihowneve, we've made it easy to get back c
Sncozed Hi wikihowneve, Sorry to hear you're having troubl]
B Sent =TT D e —— e
| Spotify
oD Drafts 6 Live large. Get 3 months of Spotify Premium for
Say hello to ad-free music listening. Spotify Premiul
~ More
] Instagram 2
abels e wikihowneve, we've made it easy to get back tg
Hi wikihowneve, We're sorry to hear that you're hav
| Instagram 4 e

9
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Document collaboration

>Document collaboration refers to the process of multiple people working
together on a single document or set of documents.

>This can involve real-time editing, sharing feedback through comments, or
managing different versions of a document to ensure that the most current
information is being used.

Benefits of using document collaboration tools

1- Improved productivity «'
With real-time editing and easy access to documents.
2- Enhanced teamwork
Collaboration tools foster a more inclusive work
| ‘

environment.

3- Better version control

Avoid confusion and errors by maintaining a single
source of truth for all your documents.

—

10



