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INTRODUCTION

This note attempts to answer some common questions about e mails which arise in the context of moving in to Hastingwood offices or factories, and also when contemplating the use of our Broadband facilities in Docklands or Birmingham.  A related FAQ is available on our Broadband internet access facilities.  For those who are interested some further notes on e mails generally are included.
USING DIAL UPS   

Can I keep all my existing dial up arrangements?

Yes, depending upon your ISP.  In an ideal world you simply rent an analogue telephone line from us, plug your modem in (shared with a fax if required) and carry on as normal, except that you must insert a 9 in the number dialled in order to obtain an outside line.
How Long Does it Take to Set Up?

It is normally a same day service.  All premises and offices are prewired back to our telecoms rooms so it is just a question of patching and programming.
What Does it Cost?

The line rental is at our standard rate – see the Management office.  Call charges depend upon your ISP.  If your account is metered (Pay As You Go - PAYG), you will be billed by us for each call at the relevant NTL phone rate.  If your account is a subscription one and toll free, your calls will be free – but see below.

Are There Problems with Toll Free Accounts?

Sometimes, depending upon what sort of e mail account you have and which ISP you are using.  The problems are caused by BT, by the fact that all ISP’s want to maximise their call revenue (they share in the call charges) and by the fact that we are Business premises.  Added to this, for technical reasons, we are unable to provide a Caller Line Identity or CLI.  (This is common in companies using large scale telecoms facilities).

A lot of ISP’s are ‘front office’ only – they use BT or another company to provide the hardware and internet infrastructure.  These companies and their customers are vulnerable whenever BT carry out a periodic sweep aimed at eliminating business users posing as residential ones.  Most toll free accounts are linked to a known residential telephone line where it is anticipated that almost all usage will be off peak.  Hence the demand for CLI – they know that businesses can hardly ever provide it.
What is the Answer?

If you want to keep your existing e mail address, change your account to PAYG, assuming you are having a problem.
If you want to set up a new unmetered account, choose an ISP who will provide a Business Toll Free account without the need for CLI.
Can I Use the Same Account at Home?

Yes.  All you have to do is to set up 2 Dial Up connections on your computer, or preferably, choose to use “Dialling Rules” (a tick box in the settings).  Then you can define one location as “Office (9)” and the other as “Home”.  The dialling rule for the office location would be that     9,     be inserted before the number dialled.  (The comma after the 9 is a good idea as it inserts a pause into the dialling sequence to allow the telephone switch to catch up to your computer).

Having done this, you can then simply change your location from Home to Office and vice versa.  
(Tip – copy/drag the “Phone and Modem Options” applet onto the Start Menu).
Are Dial Ups a Good Idea?

It depends.  They are fine for occasional use.  They are economical if used sparingly.  On the other hand, they are slow and lack the convenience of an ‘always on’ internet connection.  With broadband and suitable settings on your e mail client (see below), your computer will tell you as soon as an incoming mail is received.  Sending and receiving e mails via a broadband connection also facilitates the use of large file attachments.
BROADBAND ACCESS

Can I Use Both Broadband and Dial Up Access?

Yes, it sometimes makes sense to use Broadband for browsing and file downloads, and still use your Dial Up connection for e mails.  This would apply where you cannot interface at all with your e mail ISP in any way other than via dial ups.
Can I Use Broadband To Receive e Mails?

Yes, you can create another Account in Outlook Express identical to your existing dial up one but which has its “Connection” tab set to internet access via a LAN.  If this account is included in the Send/Receive batch (a tick box setting on the first tab, defaulted to On) it can be used to download incoming e mails directly into Outlook Express or other e mail clients (see below).

Can I Use Broadband Only?

This depends.  After paying for a broadband connection and appreciating its speed and convenience, it is galling to be forced to use Dial Ups for your e mails – but sometimes, it is the only way you can go on using your old e mail address.  This can happen if your ISP does not allow access to its mail servers (see below) except via telephone lines.
However, if you get a Hastingwood e mail account or if your provider allows internet access, you will not need to use a dial up connection again (although you may want to do so when out of the office for example).

HASTINGWOOD E MAIL ACCOUNTS
How Does Hastingwood Provide E Mail Facilities?

In the same way as other ISP’s.  We have our own Mail Servers (and Web Servers too, but that is another story) and a permanent high speed internet connection.
Why Use Hastingwood?

Probably for the same reasons we set up the facilities in the first place.  We found that a variety of existing ISP’s were unhelpful, hard to contact, of limited functionality, and offered poor reliability.

We set up our own facilities initially purely for our own use.  They are still intended primarily for ourselves, tenants and ex tenants.  Our servers are engineered for high reliability, and associated storage is both high capacity and automatically backed up.  We have also set up an off site fall back relay store so that if our internet connections are down for any reason (and for example BT recently severed several fibre optics cables to our building in the course of maintenance works, so this can never be ruled out), all incoming e mails are safely collected off site and forwarded to us when the connection is restored.
We run the best server based anti virus software (but use your own as well – you can never check too much) and will probably install anti spam software once we find a solution that can differentiate properly between the proverbial babies and the bathwater.

The 2 key benefits?  We allow internet access to our servers, and all work (and design) is done in house by Hastingwood engineers.

How Can I Access Hastingwood E Mail?

This is really 2 questions, ones of making the physical connection and then using access software.  However, the first thing is to create some Hastingwood e mail accounts.
Can I Keep the Same E Mail Address?

You cannot use your old address for your new Hastingwood e mail account, but you can keep your old address active by retaining your old account alongside a new Hastingwood one.

What Would My Hastingwood E Mail Address Be?

The cheapest (but probably not the best) way is to use our shared account, in which case your addresses would take the form:   name1.tenant@mail.hastwood.com 
Here name1 and tenant are whatever you want them to be.

For reasons explained later in this note, you may prefer to get your own domain, say tenant.com or tenant.co.uk  where tenant is whatever you want it to be subject to no prior registered usage.
In that case, your addresses would be:   name1@tenant.com 

What Do You Mean By Physical Connection?

To send and receive e mails, you actually have to be connected to a specific remote computer.  You can do this via a telephone line, using a Dial Up connection, or via a Local Area Network connection to that computer, or via a Wide Area Network, commonly called the Internet.  Both ends of the connection have to support the proposed method. 
We support LAN connections at DBC (where our Servers are located), and Internet connections from anywhere in the world.  We also maintain a few Dial Up channels for use if customers are unable to get onto the internet.

How About Access Software?

Having made the connection, your computer needs to run a programme to allow you to see, send and receive e mails.  (See later in this note).  

Hastingwood accounts can be used with dedicated e mail clients such as Outlook or Outlook Express, but can also be used via a Browser interface (such as Internet Explorer).

How Can You Help?

If all this sounds too complicated, our apologies.
We can help by 

 
giving advice
 
setting up your computers
 
registering domains
Maybe the following general notes will also be of assistance.

  

E MAIL – GENERAL NOTES

E MAIL ACCOUNTS
What is an E Mail Account?

It is an agreement between you and a supplier to provide e mail services, normally involving the use of the suppliers Mail Server computers.  You are given an e mail address such as anyone@hastwood.com which is unique.  This address is used by you and other people to identify you as the sender or recipient of e mail messages.  All of those messages can come from or be sent to any computer on the internet but they must all flow through the relevant Mail Servers.

Can I have Multiple E Mail Accounts?

You can have as many as you like – but how are you going to use them?  Most people who use 
e mails a lot tend to use Address Books for convenient addressing of outgoing mail and save their messages in organised folders.  Both factors point towards using only one e mail account because it is easier to organise.

Is it Expensive?

Some e mail accounts are free, others are paid for by monthly or annual subscriptions.
Are E Mail Accounts Transferable?

No – almost by definition, they are associated with a particular supplier, normally an Internet Service Provider or ISP.  If you leave the ISP or it stops trading or just does not work anymore, you have to get a new e mail account, which means in practice:

a.  Telling everyone who needs to know about the change, and

b.  Possibly reprinting letterhead or other stationary.

Is There a Better Option?

Some people settle for an e mail account, whatever the limitations, from a major supplier, reasoning that they will never go out of business.
The other solution, which can have other business benefits, is to register your own Domain Name (such as hastwood.com or Netgear.co.uk or tenant.co.uk).  You can then have your own e mail addresses without a great deal of work or expense by having your Domain hosted by one of the many ISP’s who provide this service (including ourselves).  The features of your e mail account may be influenced by the particular ISP but you can change the hosting company in the future without changing your e mail addresses.
Can I Keep a Hastingwood Account if I Leave?

Yes, if you leave your Hastingwood premises, you can continue to use your Hastingwood e mail addresses and services, and also our web hosting facilities if required.

E MAIL CLIENTS
What is an E Mail Client?

The e mail programme which runs in your computer is called an e mail Client, because it is the Client programme of remote programmes run in your suppliers Mail Servers.

What Are These Remote Programmes?

One is called an SMTP Server, and the other is a POP3 Server.  (There are others that can handle e mail but these are overwhelmingly the ones in use).  They are called Server programmes because they serve your clients.

What Does an E Mail Client Do?

The main functions are as follows.  
It allows you to compose e mails, normally with the help of a built in Word Processor.
It allows you to send e mails to the outside world.
It allows you to receive e mails from outside.

In addition, most e mail clients also support convenient features such as Reply to Sender, Copy (cc), Blind Copy (bcc), Forward, Group Mailing and prioritising. Some include incoming message sorting or rudimentary spam filtering.  Most allow both sent and received messages to be filed in folders for later retrieval.  All allow messages to be printed and deleted.

Well Known E Mail Clients
The most well known e mail programme is Outlook Express.  Some people confuse this with Outlook, but they are different programmes.  In fact, OE used to be a cut down version of part of the Microsoft Office programme Outlook but even this is no longer true.  OE has been totally rewritten by Microsoft and now contains features that Outlook lacks (and vice versa).
Other e mail clients are Outlook itself, Eudora, Pine, and there are many specialist offerings included with Linux software and with integrated corporate mail servers.

E Mail Filing
You may have wondered why you cannot find e mail messages on your hard disc using Windows Explorer in the same way as you would a Word document.  This is because e mails are normally stored on your computer in a different way.  The reason, as will be confirmed by most users, is that e mails tend to be small and numerous – or at least numerous.  Instead of being given the normal Windows (or other operating system) treatment which involves a relatively large and specialised header being attached to the body of each file, e mail message files are simply strung together into larger files by the e mail client, using short internal ‘markers’ between the individual messages.  This cuts down on storage overheads, but means that the message files are less visible and less accessible than normal.
What Does an SMTP Server Do?

This is what your e mail Client programme talks to when it wants to Send e mail from your computer.  The process goes through several steps.

First, your computer makes contact with the computer running the SMTP server – see SMTP Note below.
Sometimes, this process is authenticated, i.e. your computer has to supply a predefined password.

Then, your computer transmits the e mail message complete with any attachments to the SMTP Server.  Once this is completed, your computer has finished its part of the process.

Then, using the intended recipient address built into your e mail header, the remote SMTP Server consults other computers to obtain routing information and then passes on your message to what becomes a chain of computers until it ends up ‘parked’ on a particular computer running a POP3 Server programme which will be accessed (or interrogated) in due course by your intended recipient.
Each link in this chain is called a hop.  There can be typically 10 hops in an e mail transmission, but as few as 5 or as many as 20 are reasonably common.  The message is actually sent in small packets, and it is possible for the packets to be sent via different routes before all arriving at the correct POP3 server.  This server then has to assemble them in the right order, and check that they are all there, and call for retransmissions if they are not.

SMTP Server Notes
Because you (or your computer) initiates this entire process by pushing your e mail out into the world, this is termed a push technology.  It is more complex than the opposite pull process of collecting your e mails from the final leg of a transmission.  Reasoning that no one is going to be interested in receiving e mails unless they can send them as well, ISP’s tend to control the more complicated SMTP part of the process only.

One particularly annoying part of this process is the tendency (almost universal) to insist that SMTP Servers can only be accessed by Dial Up connections or internet connections provided by the particular ISP in question.  In other words, if you have a BT e mail account, you can connect to (or log on to) the BT SMTP server to send your e mails by dialling up to it using your modem over telephone lines from anywhere in the world (if you do not care about the cost) but you can only get to it via the internet if you subscribe to and are using a BT broadband account.  This is a real problem if you want to use your e mail account on the move or in different countries.
Why do ISP’s do this?  They say “Security” or “Government Regulations” or “Terrorists and Paedophiles” – but it is really about protecting and maximising revenue, especially dial up phone charges.

What can be done about this?  See the Web Mail note below, or use a Hastingwood e mail account as we permit authenticated SMTP access over the internet from anywhere.  This means that you can log on to our SMTP server from any computer connected to the internet, such as in an internet café or a friends computer or your own laptop with a local access ISP.  

What Does a POP3 Server Do?

This is what your e mail programme talks to when it enquires whether there is any mail to be collected and then downloads it.  Note that the POP3 Server is always on line (except through failure or maintenance) and will therefore be able to collect your mail as it arrives, waiting for your later download when it is convenient for you.

Most e mail clients and POP3 servers permit the user to choose whether to leave copies of e mail messages on the server or to delete them when they are downloaded.

What is Web Mail?

Web Mail is a way of sending and receiving e mails without using any of the above technology – no E Mail Client, no SMTP Server, no POP3 Server, and only the ISP who is providing the internet connection in use.  The most well known web mail system is Microsoft’s Hotmail, but others are available from ISP’s such as Yahoo.

Note that almost all conventional e mail providers offer what they misleadingly term as ‘web mail’ services, but these are not truly web mail – they are limited to downloads, i.e. receiving your e mails.  They do not permit you to compose and send e mails.

Web Mail uses the Browser interface used to access the web.  (Internet Explorer or Netscape Navigator are the most well known browsers).  Messages are sent to and received from computers using HTML protocols.  Web Mail is thought to be insecure and unreliable compared to normal e mail, and the interfaces are not provided with all the features of full e mail clients.  The services are often ‘free’ (they are really paid for by the advertising) but operators are now charging for server space once a laughably small amount of free spaced is exceeded.
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