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Key Terms 

E-mail, Distribution Lists, 

Newsgroups, and Instant Messaging  

 

The most popular form of online communication is e-mail, 

or electronic mail. E-mail is a system for sending messages 

and files electronically from one computer to another, 

enabling families, friends, business associates, and even 

complete strangers to communicate with one another. The 

messages can be text entered on the keyboard or files from a 

computer. All that is needed is an e-mail account, Internet 

access, and a Web browser or e-mail software, such as 

Microsoft Outlook .  

 

Outlook is a popular e-mail program that sends and receives 

e-mail allowing you to share information with others 

anywhere in the world. It is also a desktop communications 

programs that helps you manage your time and information 

effectives. Outlook saves contact information, such as phone 

numbers and e-mail addresses and has a calendar for 

scheduling. The Outlook calendar is a useful time-

management tool. You can view your schedule by the month, 

week, or day. The daily view allows you to schedule your 

time by the hour. 

 

E-mail addresses function much like physical addresses do: 

they are used to identify the ñmailboxò of the person to 

whom you are sending a message. E-mail addresses take on 

the following form: username@location.com. The username 

is the ñaddressò of the person; the location is the ñpost 

office.ò However, since many users often share the same 

location, avoiding duplicate addresses can be a problem. 

Perhaps you have tried to create a username with a popular 

e-mail provider such as Hotmail, only to find that this name 

was already in use. To avoid this problem, create a username 

that is unique and meaningful to you.   
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When more than one 
user responds to a 
newsgroup 
message, the 
original topic is 

called a thread.  

TIP
P 

In addition to e-mail, there are other types of online 

communication. A distribution list, or mailing list, is a list 

of e-mail addresses to which e-mail messages can be sent. 

When an e-mail is sent to a mailing list, every e-mail 

address on the list receives the e-mail. 

 

 
 

You can share information with whole groups at one time 

using online communication. A newsgroup is an online 

discussion group, or a group of individuals on the Internet 

with a common interest in a particular subject. There are 

thousands of newsgroups covering thousands of specific 

topics. In newsgroups, users personally exchange news 

through online posts to discussion groups and real-time 

chats. You can use newsgroups to post questions and ideas. 

 

This type of Internet service is managed by the Network 

News Transfer Protocol (NNTP), which is used to distribute 

newsfeeds, or collections of articles, to newsgroups 

according to their subject of interest. Essentially, this 

protocol functions as a filter, sending pertinent news to 

interested users as it omits other subject areas.  
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Usenetôs 
subscribers can post 
messages on a huge 
ñbulletin boardò any 
time of the day or 

night.  
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To access a newsgroup, you need a program called a 

newsreader. Then you must subscribe to a newsgroup that 

interests you. This subscription is free of charge, but it is 

necessary so that your newsreader program knows to watch 

for new posts in that group. Usenet is one of the most well-

known newsgroup services.  

 

Instant messaging, another form of online communication, 

is like having a telephone conversation with text.  

 

The person with whom you are communicating receives 

your messages as soon as you send them, and you receive 

their messages when they send them. 
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Some instant 
messengers now 
include voice 
recognition, so 
typing is no longer 

necessary.  

TIP
P 
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To some extent, instant messaging reduces the need for e-

mail and long-distance phone calls. Most Internet providers 

offer instant messengers in which you can contact someone 

in real-time using his or her e-mail address.  

 

 
 

 
 

 Tech Check 
 Answer the questions on a separate piece of paper. 

 
1. Define Define e-mail. 
 

2. Explain How are distribution lists and newsgroups 
different? 
 

3. Use Send your teacher an e-mail explaining instant 
messaging. 
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Key Terms 

E-commerce  

 

E-commerce, or electronic commerce, is the buying and 

selling of products and services over the Internet. Consumers 

use e-commerce to shop for certain products without leaving 

their homeðthey are able to search and pay for products that 

are delivered to their house. Businesses use e-commerce to 

reach more consumers, send information quickly, and have 

lower operating expenses. 

 

In its inception, e-commerce was not very popular among 

consumers. Only a small percentage of Internet users bought 

products online because many were concerned about security 

issues involving e-commerce, such as the theft of credit card 

numbers that were used to pay for products on the Internet. 

As businesses made their Web sites more reliable, secure, 

and user-friendly, consumers began to experience the 

benefits of e-commerce. For example, shopping online 

allows consumers to quickly visit competitorsô Web sites to 

compare prices of certain products. Online shoppers are also 

able to check the inventory of a product, instead of going to a 

store only to find that the product they want is out of stock.  

 

Businesses also reap many benefits from e-commerce. On 

the Internet, businesses are able to sell more products 

without the expense of hiring additional employees or 

opening new stores. E-commerce also makes it easier for 

businesses to keep track of sales and customer information. 

 

There are several different types of e-commerce. Depending 

on how it uses the Internet, a company can be assigned to 

one of the following categories: 
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Products listed on 
eBay are examples 
of consumer-to-
consumer (C2C) 

e-commerce.  
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 Brick -and-mortar  businesses do not sell their 

products on the Internet. They might have a Web 

site that describes their business, but they only sell 

products in physical locations. 

 

 Click-and-mortar  businesses sell their products 

both on the Internet and in stores. Many clothing 

companies are click-and-mortar businesses. 

 

 Click-and-order businesses do not have any 

physical stores. They only sell their products on the 

Internet. 

 

Different types of e-commerce transactions can be 

categorized as follows: 

 

 Business-to-consumer (B2C) e-commerce involves 

businesses that sell their products online to 

individual consumers. Most click-and-mortar and 

click-and-order businesses involve B2C e-

commerce. 

 

 Business-to-business (B2B) e-commerce refers to 

transactions in which businesses use the Internet to 

sell products or services to other businesses, such as 

accounting services, business software, or 

production equipment. 

 

 Consumer-to-consumer (C2C) e-commerce 

involves one person selling a product to another 

person.  
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Due to the popularity 
that e-commerce 
enjoys, consumers 
seem to believe that 
its advantages 
outweigh its 

disadvantages.   

TIP
P 

 

E-commerce does have some disadvantages, such as not 

being able to see the product with your own eyes, the 

increasing number of pop-up ads on Web sites, and 

unsolicited e-mail from companies that engage in e-

commerce. In addition, e-commerce could lead to a drop in 

jobs for sales clerks, store managers, and other employees 

who are no longer needed as the number of physical stores 

is reduced or even eliminated. 

 
 

 Tech Check 
 Answer the questions on a separate piece of paper. 

 
1. Summarize How do consumers benefit from e-
commerce? 
 

2. Identify  Give an example for each of the following: 
brick-and-mortar, click-and-mortar, and click-and-order 
business.  
 

3. Discuss Name two disadvantages of e-commerce. 
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