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Learning the unspoken rules for writing
professional emails can improve how
competent you appear in the eyes of your
superiors and colleagues.

** Include CTA, Call to Action, in the subject
line.

** One email thread per topic.
** Manage recipients.

+* Start with the main point.
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\ Maximum page size: Show conversations per page

Send cancellation period: seconds -

@ Enable hover actions - Quickly gain access to archive, delete, g
() Disable hover actions

Default reply behaviour:

3 ASN) 4 ) ) -

** Summarize in your reply.

** Use Hyperlinks whenever
possible.

¢ Teach your colleagues how to fish.

< Change default setting to "Reply"
(not "Reply all").

*¢* Change the send cancellation
period.


https://www.google.com/search?q=hyperlink&sxsrf=ALiCzsa_QhCcLyzvDZh7yiFxJul-Ji2mUQ:1666054711600&source=lnms&tbm=isch&sa=X&ved=2ahUKEwivk4u6yej6AhXAmIkEHW4kCoEQ_AUoAXoECAIQAw&biw=1280&bih=573&dpr=1.5
https://www.google.com/search?q=hyperlink&sxsrf=ALiCzsa_QhCcLyzvDZh7yiFxJul-Ji2mUQ:1666054711600&source=lnms&tbm=isch&sa=X&ved=2ahUKEwivk4u6yej6AhXAmIkEHW4kCoEQ_AUoAXoECAIQAw&biw=1280&bih=573&dpr=1.5
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g Netiquette

It is the electronic standards of conduct or procedure. The
proper rules of behavior while using technology devices
and interacting with others.
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5 things to know about digital etiquette (manners)




Treat Others the
| Way Youwant to
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About One-Quarter of Teens Say They
Frequently Experience Drama on Social
Media

% of teen social media userswho experience people
“stirring up drama” on social media

Yes Yes
Frequently Ceceasionally Mo
az
MET YES: 68%
I Source: Pew Research Center Teens Relationships Survey, Sept. 25
N Cict. 9 2014, and Feb. 10-March 16, 2015, (n=739 teens who use

C
social media.

PEW RESEARCH CENTER
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Netiquette

. Treat others how you want to be treated. Nicety, Privacy.

Keep your messages and posts positive and truthful. No
Sarcasm, negativity, rudeness, gossip. Real People.

Double-check your messages or comments before you hit
post or send. Body language, tone, hard to take back.

Keep your own and your friends personal things off the
internet.

. Avoid digital drama. Stirring up drama, help to stop, leave

chat.
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Debretts (British Professional Authority on Etiquette and Behaviour,
founded in 1769 )
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