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XXI: The Internet

“Are You an Online Knucklehead?”

www.eticon.com/sampcolm.htm
A. Common Courtesy, Social Graces, Socially Acceptable Behavior. 

These are all terms used in a civilized society where humans interact with one another. Cyberspace is not any different. How you will be perceived, the type of human being that you are or for that matter are not, your credibility, your levels of professionalism and ethics will be judged by how you communicate with others online. 

To minimize the importance of established Netiquette Guidelines is to make a conscious decision to be thought of as rude, lazy, arrogant or uneducated. If you are online for commercial gain, lack of proper Netiquette may very well deter those who otherwise may have considered doing business with you. 

Now, stop and read the above paragraph again. This is not a joke. This is not one person's opinion. This site is not in existence to call you names or make you feel bad. These are the things you need to know about to be considered someone people want to communicate with, because after all, this is about . . . 

Just 10 Little Common Courtesies . . . 

Courtesy #1: Get to know the basics!

Here are the online basics you need to minimally become familiar with in order to be taken seriously in your online communications. 

1.Never type in all caps. This is considered yelling or screaming online. Don't use the excuse that it is too difficult to use the shift key. If you are that lazy - you will be perceived as such. Also, don't format your mails by bolding text or adding those pretty colors - those who receive your email may not appreciate your design style and more times than not you will look tacky. Those on older email clients may not be able to read your emails. Always just send as plain text. The excuse you didn't know you were doing that or that you don't know how to not do it does not float ... find out how and turn formatting off!

2.Never ever send unsolicited email to anyone for any reason! (Especially with any sort of attachment.) Ask first! Regardless of your motives or what you think is O.K., this could get you massively flamed and even get your ISP to cancel your account if the recipient isn't appreciative of the fact you are sending them email they did not ask for. Sending of unsolicited commercial email (IOW, anything you will monetarily gain from) is simply not the same as cold calling off line. No matter what you "think". If you think otherwise, you will find out the hard way. 

3.On those rare occasions where sending a group of people the very same email is necessary, as a courtesy to those you are sending to, please list all of the recipients email addresses in the BCC field. (Blind Carbon Copy - from the old days when typewriters used carbon paper to create identical copies of a document when it was being typed.) When an email address in designated in the Blind Carbon Copy field, the recipient will get a copy of the email while their email address remains invisible to the other recipients of the email - some of whom they may or may not know. If you are not sure how to BCC in your email program, here are site resources that may help you learn the features of your software programs: 

                                         EUDORA     NETSCAPE     OUTLOOK EXPRESS

Long lists of email addresses at the beginning of any email is an immediate sign that the sender is either a novice/Newbie - or doesn't care to respect other's privacy. None of which are complimentary perceptions! Email addresses are like phone numbers. Only the owner of the email address or phone number is the one to authorize whom they want to have it and make it public. Many folks prefer to decide themselves who has their email address. By sending mass mails to a list of folks, you have made that decision for them - and that is bad, very bad. Let those you correspond with determine for themselves who they will make their email address known to - don't make that decision for them! By listing handfuls of email addresses in the email headers for all to see is inconsiderate of each recipient's right to privacy.

4.If you are new online, raise your right hand and repeat after me: 

A."I will not forward any dumb joke emails to my friends."  

B."I understand that most folks have seen those a million times and find them very annoying."

C."I know that by forwarding these so-called humorous emails I may offend or tick off people who do not share my sense of humor or who are sick of having those stupid emails forwarded to them each time a Newbie hops online."

There! Now, that wasn't too bad was it? ;-) You will no longer be tempted to forward those jokes that instruct you to forward to your friends! Read them if you must then hit delete. One of the most common requests we receive through this site is from folks wanting to know a "nice way" of telling someone they care about to stop sending those silly emails without hurting their feelings. Speaking for those who know you, we have seen those emails before, many times - cut us a break!

5.Never give out phone numbers or personal information without confirming you are communicating with a reputable party. Never give out personal contact information of others without their specific permission to do so.

6.Whenever you go to a Web site, look for their FAQ - "Frequently Asked Questions" section before you waste the site owner's time by emailing for information that is readily available on their site. Always search a Web site for the information you are looking for. If you do not find what you are looking for, search for the appropriate contact area for your question. Don't just click on the first email link you come across and blurt out your question. Don't be surprised if you do not receive a response from a site owner when the information is easily found on their site. It is important to understand the focus of each Web site as well. Each site cannot be everything to everyone or be what you perceive it should be. Be sure to review their FAQ to double-check that the site you are at would even cover the info you seek.

7.Purchase the book "Internet for Dummies". This book is written for the techno-challenged without all the techno-babble. Read and learn. To participate online, there is a certain amount of knowledge and skills you will have to embrace. To not "know" when there are a plethora of sites and resources, such as this one for you to learn how to do things the right way will simply give the perception that you are either dumb or lazy. "I didn't know" doesn't apply!

8.Understand that you will be on a continual learning curve. All of us are. This gig is changing constantly - the only consistency is change! If you do not have the desire to learn, and do not make the effort to understand the "culture" of the technology in which you are participating, you will not be taken seriously by fellow Netizens. You also may get some curt emails from other Netizens pointing such issues out to you - some may not be as nice as others. Don't fire back at them! Use situations like that as an opportunity to learn what you are doing wrong so you don't tick off others.

9.If you receive a nasty email - don't respond immediately - if at all. People are very bold and overly critical on the other side of this screen. In our experience they tend to not hesitate to point out things they think you need improvement on while not even noticing the good or positive points on the very same issue. Many times these folks are simply trying to get a rise out of you (this is called trolling) all to make them feel self-important. Many times they are just plain jerks. If you don't have something nice to say, or at the very least sternly professional just hit delete.

10.Always minimize, compress or "zip" large files before sending. Many folks new to the online world do not realize how large graphics or photo files are. They are large enough to fill someone's email box and cause their other mail to bounce. Get in the habit of compressing anything over 50,000 bytes. Check out WinZip for these purposes. Do not send large attachments to others because you think that photo or file is cute or cool or neat. Ask permission first! Do you realize that most folks will have to wait 30 minutes or more to open overly large files due to their connection speed? (No, most folks do not have cable or DSL connections, they are on dial-ups - many only @ 28.8K!) If you don't want to compress the files, then be courteous and use the free Web space offered by your ISP to upload photos and simply send the link to friends and family to view. If you don't know how to do this - learn! To send large files that take a long time to download that may not respect the other person's time, reflect their sense of humor, point of view or may even max out their email box is rude and lazy. 

11.Don't forward virus warnings! Forwarding of virus warnings from friends are generally always hoaxes ("Win a Holiday", "Pen Pal", etc.) - especially if they tell you to forward to everyone you know. Delete those emails and do not forward them! Only warn friends if you KNOW you have a virus that you have inadvertently passed on to them. Rely only on your virus software provider's site for the real scoop. If you get one of these wacky emails from a friend, go to your virus software provider's site and read what they have to say before you unnecessarily alarm folks and in the process end up looking rather silly to say the least. There are many urban legends purely in existence to watch all the Newbies forward them to everyone they know and end up looking rather foolish in the process. There's a Newbie born every minute! ;-) 

Unfortunately, with the advancement of this technology, it is now possible to get a virus without even opening an email. That ended with W32.Nimda.A@mm in September/2001 and the most recent virus W322.badtrans@mm worm in November/2001 that merely required you click on the subject of the email in your email program or for those that use Outlook Express have your program set to preview. HINT: turn previewing off! Nimda also propagated itself by taking advantage of bugs in Microsoft servers to plant itself on the server and then transfer itself to those who visited the Web sites on that server through Internet Explorer.

Several of the latest viruses actually use your address book or In Box to send the virus and propagate itself to all those listed with your name in the FROM: field! The need for a 24/7 virus protection software is no longer a choice - it is your responsibility to remain virus free. You will also need to update your virus files regularly so that your computer is protected from the latest releases. Check out: Norton Internet Security for these purposes.

Basics for virus protection: Get an active program that is always "ON". This will catch any viruses as they are being downloaded so they can be quarantined and not infect your system. Update your virus patterns daily. These updates can be downloaded from the Web site of the virus software manufacturer. Norton has a scheduler to tell your computer to do this automatically. You need to insure your system is protected from the latest viruses that may have just been identified. New viruses are identified daily! Never click on any attachment or an .exe (example: Happy99.exe or ILOVEYOU) file attached within an email without checking for viruses. Even if the mail appears to come from someone you know very well! They may unknowingly be infected and not aware of the virus on their system that has just been passed on to you.

As a courtesy to your fellow Netizens, try to learn what this is all about - ignorance is not bliss online.

Courtesy #2: Perception is the only reality online.
One of the many reasons for creating this site is our shock at how folks do not seem to care how they will be perceived. We have decided it is they must not care because there are tons of resources online to give you the basics if you look for them. Also, judging by the reaction of some being sent to this site, (rather than admit they were participating in a medium they did not totally understand, they have hissy-fits and send flames and make threats) folks seem to not want to improve themselves or make the effort to learn the necessary skills to be perceived favorably.

To make boastful claims of their self-importance and claim they have the "right" to say and treat others any way they like further solidifies the reason they were probably pointed this way in the first place. So, if you are one of those who do care, one of those who can put your ego on the shelf for a moment and realize we all make mistakes, or who up until now have underestimated the importance of these issues - read on. ;-) 

Always start your email with Hello, Hi, Dear or whatever works for you.

When you make a phone call you always say Hello to the person who picks up the phone. A little idle chitchat asking how the other person is, what is new, etc. then entails. You may think this to be trivial or time wasting online, however, this is how a civilized society communicates with one another. To just blurt out your demands or questions without a greeting is just plain rude! 

You want to think of your email as a serious communication tool, not an excuse to forget about being courteous or friendly, to insinuate you are better than others or that your time is too valuable to spend on the formalities mentioned here is to be perceived as not having respect for the human being on the other end of the pipeline. 

                       As a courtesy to your fellow Netizens, mind your manners and play nice.

Courtesy #3: Always spell check your email and proofread for errors.

"If a emale is writon with speeling mestakes and gramitckal errors, you mite git the meening, however, the messige is not as affective, or smoothly redable.

Poor writing is equivalent to someone speaking with spinach stuck between his teeth. Listeners and readers concentrate on the spinach; not what is being said." ~ A very astute HTML Writers Guild Member

You want your emails to be readable. You should type in complete sentences. To type random phrases or cryptic thoughts does not lend to clear communication or being perceived as one who made it out of the 6th grade.

As a courtesy to your fellow Netizens, communicate clearly and properly without errors.

Courtesy #4: Always end your emails with Thank you, Sincerely, Take it easy, Best regards - something!

When you request information or ask something of the one you are emailing, have the common courtesy to thank them in advance (TIA!) and sign off your email appropriately. Worse yet, to click the send button without even typing your name is impersonal and is not conducive to being perceived as a person one would want to continue to communicate or do business with. If you don't want to type your name every time, then incorporate it into your signature file that is automatically appended to the end of every email. 

Never forward email without a comment as to why you are forwarding the email to the recipient. That is way lazy and rude. Do you want the party to comment or review? Is there a specific issue you want them to address? Always let the recipient know why you are forwarding that email to them, including what, if anything, you need them to respond to or what action they require. If you were emailing for support or asking a question, or requesting assistance from someone, it would behoove you to say "Thank You". People do not take warmly to those who are bossy. 

By sending email that blurts out a question or demands a response without even closing with "appreciate your help" or "thanks in advance" you can bet the person on the other side will not work as hard, respond as quickly, take you as seriously, or possibly not even care to communicate further with you. Know this to be a fact. Then, when they do respond and take the time to help you, take a moment and send a reply email thanking them for their assistance. This only takes a minute and will be greatly appreciated by the person on the other side who you can bet is getting more emails that are rude and demanding than courteous! 

As a general rule of thumb, if someone takes the time to email you and it is not junk mail or offensive, give them the courtesy of a return response. By not doing so you appear to ignore them. How would you feel if email you sent were simply ignored? A short a sweet acknowledgement of their email commenting on the issues within only takes a moment. 

As a courtesy to your fellow Netizens, be polite and type to those as you would have them type unto you.

Courtesy #5: Always capitalize your sentences and use appropriate punctuation.

Communication with family and friends are one thing. If you feel they do not deserve your effort to make sure they have an easy to read email from you - fine - they know you and are probably the most forgiving. 

However, with business acquaintances or other online contacts, proper formatting is crucial to building your relationship and credibility. Don't even tell those business associates whom you have become lazy with "I don't spell check or capitalize my sentences with you because we know each other so well". Not only is that rude but think about it this way. You have just insulted the other party by basically telling them they are not worth the time it would take for you to communicate properly with them. This will also be a strong indication of your level of education and professionalism.

                       As a courtesy to your fellow Netizens, use the education you received in grade school.

Courtesy #6: Always edit out unnecessary information from a post you are responding to. 

Don't just hit the reply button and start typing. Edit out unimportant parts of the email you are responding to and respond point by point. This is accomplished by deleting information from the previous mail that is not necessary to continuing the conversation. At the very least edit out email headers and signature files. Lazy is hitting reply and sending a one-word answer. Please! Is your time more important than those you are sending to? Aren't your associates or friends worth taking the time to make communicating with you easy? 

Especially when email conversations on the same topic are ongoing. Why would you possibly want to have copies of the last 3-4 (or more) emails added to the growing list of back and forth? You make the person you are communicating with look for your response amongst all the text. By not editing your email, your lack of understanding in regards to smooth communications, bandwidth and trying to keep the online environment not overloaded with unnecessary noise will be apparent. Always edit/delete what is not necessary for the conversation to continue. 

As a courtesy to your fellow Netizens, please down edit your posts keeping only what will contribute to the ongoing conversation.

Courtesy #7: Never, ever, ever, never send anyone an email about anything, (especially your product or service) if the recipient did not specifically email you for that information and you are responding to their request. 

Worse yet, to do so and include an attachment as well is the epitome of lack of respect for those you are emailing and your actions will most certainly have a negative effect on your reputation.

To assume that what you determine to be informative or useful will be accepted in kind by people you may not know very well, or at all for that matter, is a poor assumption at best. To assume that folks "need" the information you want to provide as though if given a choice, they wouldn't know better and you need to send it anyway can produce dramatic reactions from those of us sick and tired of being sent info/files/attachments we didn't request and wouldn't request if given the opportunity. This includes not only commercial SPAM but for the "send to all your friends" emails those of us who have been online for sometime now have filtered directly to our trash.

Do not just forward "informative" emails that say, "forward to everyone you know". Dime to a dollar "everyone" will not appreciate your efforts. Doesn't matter how nice or commendable the topic supposedly is. Especially if you just click forward and add a list of emails and do not include a personalized: "Hi, John, thought you might find this interesting". Jane

To assume that because so many people are sending junk email that means it is "O.K.", acceptable or the same as cold calling off-line, you couldn't be further from the truth. Cold-calling online is called SPAM! Spammers get their accounts cancelled by ISPs every day. Credible, ethical business folks simply do not email potential business contacts or customers they do not know about their commercial enterprise, services or products without permission first. 

There is no government law or statue that now authorizes this type of email as many Spammers state at the end of their junk mail. You don't believe everything you read do you? If so, you are the type these Spammers are counting on! Remember, online one can type anything they please - that does not make their claims ethical, true or accurate. There are no remove lists when it comes to Spammers or companies you have not had previous contact with. Never follow instructions from unscrupulous Spammers that state you just need to hit reply to be removed from further mailings. That is an outright lie. Because, if you do, you will have just confirmed you are a LIVE account and your junk mail will increase exponentially as your email address is resold over and over again. 

Those who SPAM, (send junk email) are looked at as lazy, obnoxious, unethical, and unable to make a buck the right way - by working hard, by doing their due diligence, by having a credible product or needed services that one can view at their nice looking Web site that gets found when looked for. Run from the business that when you point out their SPAM is not appreciated they flame you back with name-calling and accusations that you don't get it. These are the worst folks of all and they deserve to be reported to: Spam Cop that will weed through the email to determine where it really originated and report them. 

Have you noticed how most Spammers do not have a Web site, and/or they hide their email identity? Now why do you think that is?

1.Because they would be reported to their Web site hosting company and most likely their Web site, if they have one, will be shut down.

2.Their ISP will cancel their account upon receipt of Spam complaints or ensuing mail bombs.

3.Their Web site or company name would end up on the many blacklist sites run by people on a mission to portray Spammers for what they are. Snake oil salesmen!

When it comes to SPAM, just remember what your mother use to say: "If everyone jumped off a bridge - would you?".  As a courtesy to your fellow Netizens, don't fill their mail boxes with email only you feel are important with out their permission first.

Courtesy #8: Sending email with extremely foul, threatening or abusive language is crude. 

This includes obscenities, verbal harassment, threats of slander or personal comments that would prove offensive based on race, religion, or sexual orientation. No matter how rude someone may be to you, or how offended you may be by another's opinion, don't lower yourself to their level by stooping to obscenities or threats and claims of self-importance. Always state your opinion clearly and concisely, without personalizing an issue. There are many heated discussions online. Hold your head high and communicate as an adult, share your opinions and point of view and realize, that in the grand scheme of things nobody is "better" than anybody else by virtue of their opinions alone.

If you have mistakenly offended another person, please do not hesitate to apologize. Subsequent "apologies" which are only offered to produce an opportunity to continue a tirade from a previous email are viewed as unprofessional and self-righteous. Apologies should only be offered with sincerity. Certainly, this does not mean you need to apologize to everyone who has a different or overly critical opinion than you do. We are all individuals and for the most part we all do our best to do the right thing. No one person is any better a human being than another because of the luxury of their level of education or how much money they make. No one person is authorized to be the one who is always right or the only one whose opinion counts. There are many of these types of folks online who will take the time to point out negatives without mentioning any of the positives to folks they do not even know. A tad arrogant and assuming dontcha think? 

Know you have done your best and take constructive criticism in stride. None of us are perfect - nor do I think we would want that responsibility! ;-) If you make a mistake, make note and put the appropriate corrections or modifications in place to prevent the same from happening in the future. 

This is a good time to keep in mind that you never put anything in an email that you don't want the world to know about. Emails get reported and forwarded to public Newsgroups and message boards and can be produced at a later date. Always be better than that and "agree to disagree" like most adults do. Don't get bold just because you feel you are safely behind your computer screen and make statements that are untruths. If you would not reply to someone the very same way if you were there in person with him or her, you probably should not reply at all. By not replying in kind, you hold yourself to a higher standard and leave the other party left to realize the fool they just made of themselves. Do your best to always take the high ground. 

Due to the lack of vocal and nonverbal clues with email, we often forget that eye contact, tone of voice and body language, which we take for granted when communicating in person, is not available in the written word. Use emoticons and acronyms when necessary to convey your message. If you are joking, include a smiley face :-), if you are sad or upset you can use :-(. There are lists all over the Internet that will give you a plethora of choices so you can communicate your emotions without being insulting or obnoxious. Understand the folks you email will be hanging on every word and each word's specific meaning. "I didn't mean it that way" does not apply online. Because if you typed it, the recipient will take the words you type at their face value. 

Check out Dr. Internut's Internet Resource Clinic for an Internet 101 that includes emoticons and acronyms.

Keep in mind when in newsgroups or message boards that you are in a global arena. There are charters and rules you need to make yourself aware of. To post, without making this effort will induce responses from seasoned Netizens pointing you to sites such as this or believe it or not - much worse. There will be those reading your posts in countries from around the world that may not have the same religious or social views that you have by virtue of their culture. They also may not have a firm understanding of the English language. Do your best to keep this in mind. 

As a courtesy to your fellow Netizens, please refrain from abusive or threatening behavior and language.

Courtesy #9: Don't fall for flamers, jerks or "trolls". 

"Trolling" is the practice of sending or posting obviously offensive comments, brutally untruthful statements or words and phrases that we all know to be those that would instigate a fight if stated in the local tavern. 

When you see posts or receive email that is offensive, you can bet that someone is trying to "get your goat" and/or is basically a jerk. This is a common practice in Newsgroups. Some Knucklehead with too much time and too little of a life will post to a Newsgroup something very inflammatory. They know Newbies will not recognize they are "trolling" and will not be able to ignore their post. The Newbie then flames back with venom and vigor. The instigating trollers watch the thread (conversation) continue knowing they did it just to get your reaction... and it worked! 

In these situations you need to not become involved. Pass up any urge to communicate with those that do not have the same moral and ethical behavior as you do. It is not your job to show them the light, or try to change their opinion. With Netizens like that, keep in mind their mission is to annoy you no matter what your opinion is. So just move on and find others with like interests to communicate with. 

This is not to say you should not respond to any email that may have negative content. Healthy, constructive conversations are one of the neat parts of being online and give us exposure to new ideas or different points of view. The unfortunate part is that some folks don't realize when they are wrong, have been rude or are not playing by the rules. Part of participating online is that there will be times that you will get email from others who may not be happy with something you said, have a difference of opinion or who are simply misinformed.

Calmly and professionally respond to their email point by point. Even though their opinion is just that - their opinion - they may not have all the facts and/or are unwilling to look at themselves constructively because you hit a soft spot. Nothing you can do about that other than to email back with your comments and hold the high ground. Don't lower yourself to their level by resorting to name calling, personal digs that have nothing to do with the issues in dispute, ambiguous accusations or claims of self-importance. If your reply produces even more of the same from the sender, don't reply again. It is clear there is nothing you can say to appease this type of individual who more times than not is overly bold because they have the ability to hide behind their computer's screen. Simply create a filter in your email program to identify their email address on the download and send it directly to your trash. 

If unfortunately, you do get harassed or threatened, do not hesitate to send a copy of the offending email to the sender's ISP. This does not include those who simply have a different opinion than yours and state so clearly without using obscenities or resorting to personal name-calling. Report ongoing email of this nature to abuse@theirISP.com (i.e. johndoe@aol.com - abuse@aol.com), which is generally the address to send threatening, or offensive emails to.

As a courtesy to your fellow Netizens, don't contribute to a troller's bait or a flame war. There are many more productive and enjoyable things to do online.

Courtesy #10: Share information and help other Newbies online.

One of the most disheartening things about this technology is that people have forgotten the human touch. There are living, breathing human beings at these keyboards. Some people are able to communicate more clearly than others based on level of education or exposure to this still fairly new technology. 

Share your online information with those you know to be new to the online arena. Send them to this site; teach them what you have learned - possibly the hard way - so they will not make the same mistakes as you did. Be open and willing to keep on learning and improving your skills. Don't let your ego or pride stop you from understanding the importance of the issues relayed in this site, by blurring your common sense with anger or feeling as though you have been insulted. If you were sent here, take a deep breath and not blame the person who did you the courtesy - actually you should thank them. Just because you may not like what you are reading here or how we present it, doesn't make it any less important or relevant to how you will be perceived. 

Just as in the off-line world there is what is called socially acceptable behavior and common courtesy. Don't for a moment think that because you are behind a monitor that gives you the excuse to be lazy, rude, crude, obnoxious or just a plain jerk. You need to be aware of and practice the information on this site is you want to be perceived favorably. More importantly if you are online for commercial gain. To think you don't have to abide by this information or that you can do what you want will be an error in judgment you will regret. 

Learn to communicate your thoughts and ideas clearly using the accepted practices online included in this and other sites. To not do so does us all an injustice. If your writing skills are anemic, stop by Amazon.com and purchase a book to guide you. Don't let this wonderful communication tool turn into one that is used as an excuse to not learn, to not use the skills of the written word we all should have learned in school, to not treat others as you would have them treat you, to spout claims of self-importance that reflect your dented ego and lack of understanding in regards the issues in discussion or to communicating online. If you are ignorant, it is because you have chosen to be ignorant - make the choice to reverse that pattern and learn, learn, learn. 

If you choose to do otherwise, you will be thought of in the most undesirable terms – whether you agree - like it or not. Period. 

As a courtesy to your fellow Netizens, act like a human being and make an effort to understand the culture in which you are participating and then share your experience with others.

B. Additional Email Etiquette:

E-mail Etiquette: by Ann Chadwell Humphries

Staying current with e-mail etiquette and diplomacy takes a little finesse. We extol the virtues of reputation, responsiveness, and cooperation in business. We become passionate apostles about what the "customer" wants and how to increase sales, productivity, and profitability through better communication. But with sloppy or lazy e-mail habits, you risk undermining your expensive campaigns and you invite snickering among employees and outbursts from customers. 

Here are the latest e-mail tips and a review of e-mail diplomacy. 

1. Make the subject line specific. Think of the many messages you're received with the generic subject line, "Hi" or "Just for you."  When replying to or forwarding an email, clean up the document. Rebecca Morgan, a communications consultant in California says, "I just received an e-mail from someone who had received it from 12 other people. I don't need to see that." Use the "BC" or blind copy command more often than the "CC" or carbon copy command. In the message you forward, delete the extraneous information such as the "Memo to," subject, addresses, and date lines. 

2. When replying to a question, copy only the question into your e-mail, and then provide your response. You needn't hit reply automatically, but don't send a bare message that only reads, "Yes." It's too blunt and confuses the reader. 

3. Address and sign your e-mails. Yes, the To: and From: say who's corresponding, but beginning the message with the person's name "Mo," or "Dear Mo," helps customize it. Sign your name, "Sincerely, Curly" or provide a signature line for people to know who you are and where they can reach you. 

4. DON'T TYPE IN ALL CAPS. TOO INTENSE, and you appear too lazy to type properly. This is still a written medium. Follow standard writing guidelines as a professional courtesy.

XI. Final Comments on Email Etiquette:

1. Use only standard characters.  (In other words, if it’s not on your keyboard, it’s not on your note.)

2. Replace tabs with three spaces so the formatting looks correct.

3. Use typographical symbols like <<<>>> or *** *** instead of bold-faced words or headlines.

4. Font size should be 10 to 14 for best legibility.
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