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far, in our next issue. Don’t miss it! 
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A Paper-less Office 
Environment 

“Behind every clean desk there 
is a sick mind.” - Anon. 

Have you ever been embarrassed by the mess on your desk? 
Have you ever spent hours looking for an important mes- 
sage, which you believe that you saw it just a little while 
ago? Have you ever had to search your wastebasket to retrieve 
something that you shouldn’t have discarded? Have you ever 
quoted the above saying, even just in your heart, when you 
met someone whose desk was clean? If the answer to any 
of these questions is yes, you may welcome the opportunity 
to work in a paper-less office environment. 

A business office is normally one that takes in information, 
processes it, and send the results on. Paper is traditionally 
the medium used to convey the information. The busier the 
office is, the more information it processes, thus the more 
paper it accepts and generates. The pressures of competition 
demand faster processing, thus more paper per work day. 
The need for accountability often requires copies be kept 
and sent to various individuals, thus multiplying the amount 
of paper used. Sorting, reading, writing, copying, filing, 
searching, etc. become office routines. More paperwork 
means more delays, which lead to more inquiries and 
complaints on paper, which require more replies and copies 
sent to concerned individuals. The office eventually gets so 
clogged by paper that it can no longer function. 

So, what is the solution? The computer, of course. The com- 
puter is an ideal device to replace humans in handling routine 
work. The computer has a very efficient way to store and 
transmit information, including graphical information. The 
computer can encode every piece of paper that is on your 
desk now for easy retrieval later. A paper-less office envi- 
ronment is one that the computer plays a major role. Sounds 
attractive? Please read on. 

It is the goal of the University to put a computer on every 
staff member’s desk. This is the first step toward the efficient 
paper-less office environment. At this time, the computer 
that most of us use do not have enough power to support’a 
paper-less office environment. Besides, it takes some time 
to get people accustomed to using it. It is our hope that in 
a few years, the need of paper will be drastically reduced 
due to better trained people and better computers. 

The Soul of A Paper-less O&e Environment - 
Electronic Mail System 

For many people, the first exposure to office computers is 
the electronic mail system, or the e-mail. An effective e- 

mail can eliminate the need of paper for memos, both within 
an office and between offices. Just as there are many models 
of computers, there are many models of e-mail. The e-mail 
we now have is certainly not the best in its class. But it 
supports all the basic functions needed in an e-mail system. 
We have plans to replace it by a better system soon, which 
is part of our effort toward a paper-less office environment. 

An Ideal Electronic Mail System 

A good e-mail will support the easy reading and writing of 
messages. It will alert the user when new messages arrive, 
even though the user may not be actively using the e-mail 
at the time. It will let the user define aliases for frequently 
used addresses or groups of addresses. When replying to a 
message, the user will have two windows that he can exam- 
ine at the same time: one for the original message, one for 
the reply he is composing. The user can easily include part 
of the original message in his reply if desired. These fea- 
tures will encourage the use of e-mail, instead of paper 
messages. 

A good e-mail will support the filing of messages in folders. 
Messages in folders can be sorted chronologically, by 
sender’s names, or by keywords in the subject line. The sort 
order can be changed easily on demand. Messages that have 
not been accessed for a long time will be archived to a 
slower and cheaper storage device, but computer-supported 
searching will still be possible. Searches can be specified by 
name of sender, by subject keyword, by date, by keyword 
in text, or a combination of them. These features will reduce 
the need of paper filing cabinets. 

, 

A good e-mail will support the option of “automatic ac- 
knowledgement”; that is, an acknowledgement is automati- 
cally sent to the sender when the recipient reads the mes- 
sage for the first time. The sender will therefore know that 
the message has arrived AND read by the recipient. This 
feature can give the sender assurance that the message has 
not been lost in the network, or on the recipient’s electronic 
desk. This, of course, can work only if the receiving e-mail 
recognizes the acknowledgement request. The receiving sys- 
tem may want to alert the recipient that an acknowledge- 
ment has been sent. Some people, however, may feel that 
automatic acknowledgement is an instrusion to privacy; i.e., 
they do not want the other party to know when they have 
read the message. But if they follow the recognized good 
time-management practice, which is to handle each paper 
(message) only once, they should either act on the message 
right away or just ignore it altogether. Automatic acknow- 
ledgement will only expose the people who pretend that 
they have not received the message. 

With a good e-mail system, my desk will be a lot cleaner 
than it is now. I do not need to spend time looking for a 
particular message, because I can use the computer to search 
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for it. I do not have to search inside my wastebasket at all, 
because the computer will archive all old messages. Even 
though my electronic desk may be messy, no one other than 
myself can see it. I can be proud of myself and say: “behind 
this clean desk there is a mastermind.‘* 

Prof. Vincent Y. Shen 
Head of Computer Science 
shen@usthk.BITNET 
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Network Services at HKUST 

A comprehensive computer network is implemented in 
HKUST to link up the whole University’community. All 
University members can gain access to this network fairly 
easily, and share various kinds of services such as access to 
administrative systems, e-mail, laser printing, electronic bul- 
letin board, general computing services, etc. The following 
is a brief description of the major services currently avail- 
able on our network. 

Electronic Mail 

Electronic mail is a fast and economic way of exchanging 
information among users on the same computer or on differ- 
ent computers connected by a network. It does not require 
both parties to be present at the same time. An electronic 
message can be sent to more than one recipient, forwarded 
to any destination, or filed for future use. 

Users can send E-mail to ccmputers connected to major 
networks (BITNET, ARPANET, UUCP, JANET etc) 
throughout the world. 

Electronic Bulletin Board 

The service of Electronic Bulletin Board - NEWS provides 
a paperless way for users to share their information. Users 
can read, post, print, extract and cancel news items in the 
Electronic Bulletin Board. 

Transfer File 

This is a convenient way to move electronic files among 
computers, including personal computers, mini-computers 
and mainframes. It saves effort from copying files to an 
intermediate media, such as floppy disk, when transferring 
files from one machine to another. 

Users can choose to transfer files between PCs and upload/ 
download files to/from their network disks. The procedure 
is simple and the transfer can be done within a few seconds 
time. 

OfJice Tools 

Office tools like WordPerfect, Lotus l-2-3, dBASE III+ and 
dBASE IV are provided and can be invoked easily, Self 

training programmes are also included to facilitate the use 
of this software products. 

Administrative Systems 

Administrative systems can be accessed through the net- 
work. These include student related systems, financial re- 
lated systems and personnel/manpower related systems, etc. 
Authorization scheme is in place for the access of informa- 
tion in the systems by authorized users within a particular 
central administrative department (e.g. financial data to staff 
in the Finance Office). 

An access scheme is currently being developed to support 
access of data by other departments (e.g. access by depart- 
mental users to central personnel data base). This scheme 
supports distributed access by any authorized users to infor- 
mation that they are authorized to retrieve. 

Host Connection 

Users can access the central machines by choosing the Host 
Connection option. Thereafter, one can choose the appropri- 
ate host and logon to the system to perform processing tasks 
as usual. 

0 ther Information Se flices 389 
In addition, users can look for information such as a 
colleague’s e-mail address and phone number and check for 
CCST news and contact points. 

Printing .LL 

PC 

---a- 
----- 
w---m 

Printing of files is as easy as pressing a key or choosing a 
menu option. The output can be routed to any laser printer 
within the University. 

Regular classes on using our network services and various 
office tools are conducted by the Computing Information 
Centre (CIC) of the CCST. A list of schedule for the period 
January 1991 to March 1991 is presented in this newsletter. 

Ll cl cl cl cl 
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Electronic Mail : Some Tips 
Communication through electronic mail systems is different 
from telephone conversions and writing letters. Misunder- 
standings may arise since mail messages tend to be more 
causal and there is a lack of immediate feedback from body 
language or interruptions as in telephone and face-to-face 
conversations. The following is a set of guidelines for send- 
ing, receiving and responding to electronic mail messages. 

SENDING MESSAGES 

.l. Create a separate message for each single 
subject 

If you have more than one thing to tell your recipient, try to 
prepare a separate short message for each subject. In this 
way, each of the messages can be manipulated separately. It 
can be filed, retrieved, and forwarded separately by the 
recipient and sender when needed. Also, more meaningful 
subject lines can be assigned to the message and the subse- 
quent reply. 

2. Mail messages may exist longer than you 
expect 

Mail messages may be stored in the recipient’s private files 
or in computers elsewhere in the world through networking. 
So, treat mail messages in a more serious way than verbal 
conversions which leave no trace. 

3. Reduce your list of recipients and Cc-s to a 
minimum 

It is just too easy to send electronic mail that usually a long 
list of messages accumulates in one’s inbox. Also, since 
answers to messages often copy all original recipients, try to 
avoid sending to a large number of recipients and Cc’:s, 
even though it may only involve typing a single name to 
call a distribution list. 

4. Label emotions clearly 

It is difficult to express sarcasm, humour, and irony in a 
message because most participants are not professional 
writers. Inevitably, there is a need to express emotion in 
electroic mail. This phenonmenon is called “flaming”, in 
which emotions are labelled as such to avoid misinterpreta- 
tions and confusions with the other content of the message. 
For example: 

. . w. 
.a. B 

. . . . -- 
. 

..- - 

:z= q 
.w 

From: % 

: = :. 1 •I 

t’= . . . . 
To: . . . . 
Subject: . . . . 
Date: . . . . 

I’ve just attended a seminar on “IT Trends To- 
day”. It’s really a nuisance. I am not going to 
attend this kind of seminars again. (Flame, flame, 
flame). Well, I’m just too frustrated. Maybe we 
have a talk later or I may send you another mes- 
sage when I calm down. 

Paul Fong 

RESPONDING TO MESSAGES 

1. Identify whom you should respond to 

Try to respond to the original sender only, even if the message 
was sent to a distribution list. This will cut down the elec- 
tronic clutter immensely. If the original sender decides that 
someone on the list should see the message, it can be for- 
warded at that time. 

2. Wait until you calm down 

In contrast with written letter or message, the ease of creat- 
ing an immediate “reply” to an electronic message biases 
the user to respond immediately, without a second thought. 
So, try to calm down first when you feel emotional about a 
message. 

3. Reread the message which stimulates 
emotion 

One of the most surprising things about electronic mail is 
the ease with which misinterpretations arise. So, readers 
should always pause and reread a message which causes 
irritating feelings. On rereading, you may find that the of- 
fence just happens to be a poor choice of words. 

4. Try alternative media 

When the original message needs clarification, it may be 
more efficient to conduct a real conversation face-to-face or 
by phone. So, consider some other means when a chain of 
messages and responses has a tendency to lead to further 
misunderstandings. 
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ICON SEE WHAT YOU 
MEAN 

This article is extracted with permission from the Articles 
database of CCNEWS, the Electronic Forum for Campus 
Computing Newsletter Editors, a BITNET-based service of 
EDUCOM. The original article is written by Claudia Lynch. 

If you’re going to use electronic mail systems, join elec- 
tronic discussion groups, communicate via BITNET or do 
anything else that requires electronic communication, you 
need to know about icons. Icons can be used to express 
emotions, add charms and reduce misunderstandings. Fol- 
lowing is a brief offering of some of these icons. To get the 
full impact of the icons, you should read them sideways. 

:-) 

:-( 

l -<<) . 

‘-1 

:-{ 

%-} 

. _ ‘1 . 

:]v 

:]w 

:]r 

<:]O 

:]T 

:]D 

:]O 

:]i 

:]l 

:I( 

:]c 

:]C 

Happy face. 

Unhappy face. 

Smiling man with mustache 

Wink 

Dracula! 

Drunken with laughter 

Pursing lips 

Another face speaking, profiled from the side 

Speak with forked tongue 

Bleahh (sticking tongue out) 

Eek! 

Keeping a straight face, tight-lipped 

Said with a smile! 

Shouting 

Smoking 

Disgusted 

Unhappy 

Real unhappy 

Just totally unbeliveable! 
(jawdropped) 

:]<c 

:]B 

:I, 

:]? 

@@-1 

<<:>>== 

l _ . 0 

:-() 

:-I 

:-II 

:= I 

>>-( 

*_ . s 

-( 

‘- 1 
. 

l -& . 

8-j 

i-) 

9-I 

k-1 

3:=9 

:-)>> 

:-# 

Forlorn 

Drooling 

Smirk 

Licking your lips 

Smiling cyclops 

Turkey 

Wow! 

Bigger and better Wow! 

Grim 

Anger 

Baboon 

Displeasure 

Put your money where your mouth is 

Can’t see what’s going on 

Frenchman (speaks wiz ze accent) 

Tongue- tied 

Smily glasses-wearer 

Detective (private eye) 

Keeping an eye out 

Theatre patron (with opera glass) 

Bull: the 3 is the horns and the 9 is the mouth 
saying moo. 

Smiling person with beard 

My lips are sealed. 

Now that you know the lingo, next time you decide to shoot 
the 3:=9 even if its with a :=I or a cc:>>==, just remember 
to “show some emotion.” ‘-) ‘-) know what I mean? 
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Electronic Bulletin Board - 
NEWS 

An Electronic Bulletin Board system - NEWS has been set 
up on our network. This system provides a paper-less way 
for users to share their information. Users can read, post, 
print, extract and cancel news items in the electronic bulle- 
tin board. 

The news items in the NEWS system are stored in a two 
level hierarchy : 

- the lower level is the newsitems themselves 
- the upper level is the newsgroups which group 

the related newsitems together 

Currently, there are over thirty newsgroups on the NEWS 
system. These include : 

General notices: 
advertisment 
lost-and-found 
current-events 
seminars 

These four newsgroups are open to all users. That is to say, 
all users can post newsitems to these newsgroups and cancel 
the newsitems they have posted previously. The newly 
created newsgroup, current-events, is for users to post 
personal or departmental announcements to all members of 
the University. This may be a wedding announcement or a 
reminder for a seminar to be held within one or two days. 
Newsitems here are expected to be time sensitive ones. The 
functions of the other three newsgroups are self-explanatory 
by their names. 

Announcements from departments and clubs: 
social-club-news 
library-news 
ccst~intemal~seminars 
ccst-newsletter:‘channel’ 
computerJ.raining~courses 

These newsgroups are initiated by some departments and 
clubs to publicize their services and activities. The 
newsgroups social-club-news and library-news are man- 
aged by the Social Club and the Library respectively. The 

rest are managed by CCST. Unauthorized users cannot post 
or cancel newsitems in these newsgroups 

BITNET network news: 
bitnet-forum.386users 
bitnet-forum.bitnews 
bitnet-forum.ccnews 
bitnet-forum.big-lan 
bitnet-forum.info-mat 
. . 
. 

These news forums come through the BITNET network. 
Each newsgroup contains information of a particular topic 
as suggested by its name. For example, the newsgroup 
bitnet-forum.386users contains information about IBM PC 
386 systems. Users can look for information but cannot post 
newsitems to these newsgroups. All these newsgroups are 
managed by the CCST. 

“I want to include ‘a newsgroup . . .I’ 

Users are welcome to include newsgroups of interest. They 
may contact CCST to discuss the details of the newsgroups 
to be created. The newsgroups can be specified to be read 
by all users or just a selected group of users. CCST will be 
responsible for the creation of the newsgroups, whereas 
subsequent management activities will remain responsibili- 
ties of the original initiators. However, management proce- 
dures, which include posting of new items and removal of 
obsolete items, are simple and easy to handle. 

Remember to look at the electronic notice 
board regularly 

It is impcrtant that users build up a habit of invoking the 
NEWS system regularly to check for important newsitems, 
as they would with electronic mails. It is only through active 
participations by the users that this system can really serve 
the purpose of exchanging information. 

CIC has prepared a user guide: “Introduction to Network 
Services”, which contains a description of the commands 
used in the NEWS system. Interested users may contact our 
consultants to obtain a copy of the user guide and/or in case 
of any queries when using the system. 
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On The Move To 
A Chinese Sky 

When East Meets West 

The need for Chinese computing is obvious in our univer- 
sity where the majority of computer users are Chinese and 
the Chinese language is used everywhere, not only as pre- 
ferred, but also as driven by need. 

For many of us who are accustomed to English software and 
documentation, Chinese processing power may just be lux- 
ury. Perhaps one day when you have a moment from work, 
you suddenly come across the idea of pampering yourself 
by typing a casual letter to your friend in Chinese, or includ- 
ing your own name in Chinese characters in the personal- 
name field of your outgoing English E-mail messages. 

However, for some whose daily work involves preparing 
office correspondence in Chinese, writing and formatting 
Chinese publications, creating and maintaining databases with 
Chinese fields, the need for an environment to process 
Chinese is pressing. 

From the outset, CCST has this goal: To provide an 
integrated English-Chinese bilingual computer processing 
environment for the university. 

Get Your Shopping List Ready 

So how does your Chinese Marilyn Monroe or Richard Gere 
look? 

Naturally you will demand that the Chinese systems we will 
be using be network-based and be compatible with the 
English-based operating systems. 

You will also request that Chinese capabilities be provided 
across all supported computer platforms so that you do not 
need to worry where you are -- on IBM PC, Mac, VAX/ 
VMS, Unix -- to process Chinese. Then you further dream 
of seeing your Chinese output on one system be transferred 
to another system, used and re-processed if need& on that 
another system painlessly. 

For sure you will not forget also to ask for different kinds 
of application to run on these platforms to serve different 
user purposes. Chinese must be available at least in word 
processing, desktop publishing, database management, and 
on our information systems, library systems, office automa- 
tion and network services including E-mail. 

Traditional Chinese apart, simplified Chinese processing is 
another far-ranging sky under which you would love to 
hover. 

And your wish list continues ,.. 

A Long-Term Commitment 

Despite this, in this relatively young world of Chinese 
computing which is no smaller than its English counter- 
part, we probabl h y ave to tolerate a little bit the reality that 
we have lots of areas to explore, not many appropriate 
system and application choices on the market to pick, and 
a great many technical loose ends to tie up. Hardware 
peripherals, network capability, compatibility with the 
English-based operating systems, standardization .of char- 
acter sets, internal codes and input methods, campus-wide 
terminology “banks”, user training and documentation are 
enormous topics themselves, to name just the basics. 

Basically, the team of Systems and Operation will continue 
to look into the system-prone issues and Computing Infor- 
mation Centre will keep an eye on product functionalities 
and user interfaces. 

This mission of providing Chinese implementation of archi- 
tecture and strategies for computing style, products and 
regulatory services has got to be long-term. 

HKUST Has (A Glimpse of) It Now! 

Currently on the side of IBM PC, we are standardizing a 
Chinese system with one or two supported word proces- 
sors. At the other pole, product evaluation and testings are 
undertaken on Chinese DTP software that run on Mac. 

For the time being, a PC Chinese system has been installed 
for individual users who have an immediate need to proc- 
ess Chinese. User training on Changjei Chinese input 
method has also started in early November. The course is 
now launched regularly with as many as five half-day 
training sessions in December to meet the huge user demand. 

Quality is often measured by the product delivered versus 
user expectations. Let us hear your feedback about whether 
you find the Chinese Monroe to be presented lives up to 
your expectation. In the meantime, we can assure you that 
dual English and Chinese computing users will be moving 
into a new stage of activities because soon they will have 
a choice in language, from sending mail to designing forms, 
writing documents, printing manuals, creating spreadsheets 
and databases with intermingled Chinese and English data. 

Rita Chu, Computer Officer 
Computing Information Centre 
ccrita@usthk BITNET 
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A List of User Guides 
m 

) (3) Advanced WordPerfect 5.0 

CIC has prepared a number of Introductory Guides covering 
basic techniques on using the network services and some 
PC application software. These User Guides are distributed 
to users on attending the corresponding training courses. 
Other users may contact any CIC consultant to obtain a 
copy. The following is a list of the User Guides: 

This course completes a general WordPerfect train- 
ing. It covers the advanced WordPerfect functions : 
multiple documents handling, macros, column docu- 
ments and graphics. 

January 25 am 
Febuary 28 am 

1. WordPerfect 5.0 
2. Introduction to Lotus l-2-3 
3. Advanced Lotus l-2-3 
4. Introduction to dBASE III Plus 
5. Introduction to Network Services 
6. Introduction to MS-DOS 
7. ChangJei Chinese Input Methods 

cl Ll cl 0 cl 

Computer Training Courses : 
Jan. 1, 91 - Mar. 31, 91 

CIC offers training courses to members of the University. 
The following is a brief description of the courses sched- 
uled for the period Jan. 1, 91 to Mar. 3 1, 91. Hands-on 
exercises are included in every course. Users should con- 
sult the Electronic Bulletin Board newsgroup named 
Computer-training-courses for details of the courses. 

(1) Introduction to MS DOS 

This course presents the basic ideas and operations 
of DOS (Disk Operating System) on PC. It is a 
prerequisite for other PC based courses. 

January 24 am 

(2) Introduction to Wordpevect 5.0 

This course presents the basic ideas and operations 
of word processing using WordPerfect. 

January 24 pm 

(4) Advanced Lotus l-2-3 

This course completes a general Lotus l-2-3 training. 
It covers the advanced Lotus functions: windows, 
macros, linking files, multiple files handling, advance 
ahways graphics, etc. 

January 25 pm 

(5) Introduction to Network Services 

This course introduces to our users the network serv- 
ices : electronic mail, electronic bulletin board, file 
transfer, and network printing. 

6 repeating sessions : 

January 9 (am, pm> 
February 6 (an-h pm) 
March 6 (am pm> 

(6) Changjei Chinese Input Method 

This course introduces the concept of traditional 
characters Changjei input method which is the most 
popular Chinese input method in Hong Kong. Roots 
and radicals defined by Changjei as well as input 
rules are discussed. 

January 10 am 
Febuary 7 am 
March 7 am 

For registration, call Mrs. Anna Ho at 302 1570. 
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Ph0W 

Director Dr. Wm. Max Ivey 1440 

Mgr. Systems & 
Operations 

Mr. Lawrence Law 1442 

MET. Information 
Systems 

Mr. William Tung 1443 

Mgr. CIC Mr. Danny Tang 1512 

Mgr. Systems 
Engineering 

Mr. Michael Tang 1533 

Editor of Chonnef Miss Esther Chan 1537 

E-mail 
address 

ccmax 

cclaw 

ccbtung 

FAX 736 7088 
Di2Jllp 736 9181 
Computerroom 1494 
SE workshop 1535 

The telephone extensions are (852) 302-xxxx. 
TheB~TaddressesareE-mailaddresJ@us~BITNET 
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Channel Mailing List 
A mailing list is maintained for the distribution of 
Channel. To be placed on the mailing list*, fill out this 
form completely and mail to the Computing Information 
Centre, CCST, 13/F, World Shipping Centre, 7 Canton 
Road, TST, Hong Kong. Please print clearly. 

0 Add my address to the mailing list 

0 Address change (write new address below) 

0 Remove my name from the mailing list 

Name : 

Organization : 

Address : 

l Regisferedusers of the CCSTsewices areplacedautomatEcal/y 
on the mailing list. 


