ITQ Unit 207 – Email 2

Knowledge and Understanding
Problems with email

What to do about emails intended to cause harm

Junk mail is sent through the post and by email. In the case of email it is also known as spam. It is usually companies trying to sell good or services, and can be in the form of chain mail, which encourages you to forward it on to as many people as possible. This type of mail can be a nuisance because it may contain viruses embedded within the attachments. They are also inconvenient because they take up time to deal with them

You can install a spam filter or blocker. The filter usually places all emails from unknown email addresses into a quarantine folder – often called “Junk”. You can then go through to pick out any genuine emails.

How to avoid viruses

Computer systems are particularly vulnerable to attack from viruses that are inserted into attachments to emails. Anti-virus software can be set up to automatically scan attachments as they arrive in the system. Be wary of any emails from unknown sources.

Limits to the number or size of emails that can be received or stored 

Most emails system, whether at home or at work will have size restrictions. Each mailbox has max storage size for keeping messages. Make sure you delete old messages that are no longer needed and archive those that you want to keep. As well as having an overall limit of storage space, some email systems have a restriction on the size of any single email that you send or receive. Many systems restrict you to email attachments no bigger than 5mb

Try using file compression if you intend to send a very large file.

Laws and guidelines

Many companies have email guidelines about what is and is not allowed. These cover the content of email messages sent: never forward an email that is inappropriate – offensive or racially insensitive. These include jokes or images.

Email users should also be aware of copyright issues – before sending out company information as an attachment make sure you are not breaching company policy

