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Lesson 4 - Electronic Etiquette 
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Lesson 04 - Electronic Etiquette Overview

• Voicemail

• Cell phones

• Email

• Instant Messaging

• Text

• Social Media
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Voicemail

• Professional outgoing message

• Business-like, concise message

• Speak clearly

• Think of the caller’s convenience

• State your availability

• Provide a phone number
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Cell phones

• Avoid using in public

• 100% focus to the person in front of you

• Phones are not a part of a place setting 

• Avoid reading “under the table”

• Appropriate  ringtones

• Avoid bling and decked out covers

• Music: low volume

• Never take calls in a restroom
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Email

• Be informal but cautious

• Write for skimmers and skeptics

• DON’T USE ALL UPPERCASE letters

• Reply quickly

• When to use and when to talk

• Common Courtesies

• Use of Attachments

• Remember the rule: Is this something to Send, Save, or Share?

• Proper use of “Cc” and “Bcc”

• Proper use of “Reply All”

• A proper signature
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Instant Messaging

• Master the use of the system 

• Always ask “Are you available?”

• Respect your coworker’s time

• Use complete, grammatically correct sentences

• Stick to one subject

• Be brief, be quick, and be gone!

• Remember that it can be saved
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Text

• Avoid personal texting during work hours

• Never text in meetings or in front of others

• Know when it is appropriate to text coworkers

• Use common and professional language

• Be aware of your tone

• Avoid jargon, abbreviations, and emoticons

• Never use to send bad news

• Never use to cancel or change schedule, venue, etc.

• Always double check before hitting send
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Social Media

• Never discuss business on personal accounts

• Speak and promote positive only

• Recognize that EVERYTHING can be seen

• Be mindful of pictures, contacts, and posts

• Play by the rules

• Be respectful to others

• Avoid during work hours
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Lesson 04 - Electronic Etiquette Review

• Voicemail

• Cell phones

• Email

• Instant Messaging

• Text

• Social Media
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Review Questions: 

1. Who should you consider when practicing good voice mail etiquette to set up 

your outgoing message? 

A. The company 

B. The caller 

C. Yourself 

D. Your boss 

 

2. How can you practice good etiquette when using mobile devices? 

A. Focus on the person in front of you 

B. Reading "under the table" at meetings 

C. Answer calls when in public 

D. Ensure the phone is beside you on the table 

 

3. True or False:  Writing in all capital letters in email is poor etiquette. 

A. True 

B. False 

 

4. What is not a good way to use instant messaging? 

A. Always ask "Are you available?" 

B. Respect your coworker's time 

C. Use complete, grammatically correct sentences 

D. Use it as a chat tool for multiple conversation topics 

 

5. True or False:  Texts should be used to communicate a change in schedule - 

especially if the person is on their way to the scheduled event. 

A. True 

B. False  



Answer Key: 

1. B 

When setting up your voicemail, you should think of the caller's convenience and 

ensure that your outgoing message is concise, business-like, professional, and 

clear. 

 

2. A 

Always focus 100% on the person in front of you rather than your mobile device. 

 

3. A 

True. Writing in all capital letters in an email is the equivalent of yelling at 

someone and is poor email etiquette. 

 

4. D 

When using instant messaging at work, you should always ask your coworker if 

he or she has time, respect their time, use complete sentences that are 

grammatically correct, and stick to one topic. 

 

5. B 

False. You should never use texts as communication to a change in schedule; 

instead, this should be communicated via phone call.  If the person is in transit to 

an event, texts can be dangerous or they may not be received. 


