
KCS Computer Training Class 3/7/15 
 
Internet yes-yes’s and no-no’s -- instant chat etiquette, email etiquette and social media etiquette. 
 
Instant Messenger Etiquette Rule-to-Follow: 

 Be mindful of recipient’s "Status." Are they “Busy” at the moment? Is there a “Do not disturb” sign on the door?  

 Use common greetings like "Hi", "Hello", "Do you have a moment to chat?" 

 Use short, conversational closings like "Thanks for the IM. Good bye." 

 Use correct grammar. 

 Re-read your message before you press the “Send” button. 

 (Ctrl+Enter) or (Shift+Enter) or (Option+Enter) = blank line 
 
Instant Messenger / Chat  abbreviations & acronyms: 

 BRB = be right back 

 GTG = got to go 

 BBL = be back later 

 LOL = laugh out loud 

 NP = no problem 

 u = you 

 WAUD = what are you doing 

 AYHF = are you having fun 
 
Email Etiquette: 

 Include a clear, direct subject line. 

 There's "reply", and "reply all" - know when to use which. 

 Humor can easily get lost in translation without the right tone or facial expressions. 

 Different cultures use different mannerisms. 

 Use correct grammar, especially name spelling. 

 Re-read your message before you press the “Send” button. 

 ALL CAPS = yelling 
 
Social Media etiquette Check-list: 
Ask yourself 12 questions before posting: 

1. Should I target a specific audience with this message? 
2. Will anyone really care about this content besides me? 
3. Will I offend anyone with this content? If so, who? Does it matter? 
4. Is this appropriate for a social portal, or would it best be communicated another way? 
5. How many times have I already posted something today? (More than three can be excessive.) 
6. Did I spell check? 
7. Will I be okay with absolutely anyone seeing this? 
8. Is this post too vague? Will everyone understand what I’m saying? 
9. Am I using this as an emotional dumping ground? If so, why? Is a different outlet better for these purposes? 
10. Am I using too many abbreviations in this post and starting to sound like a teenager? 
11. Is this reactive communication or is it well thought-out? 
12. Is this really something I want to share, or is it just me venting? 

 
  



Resources:  
 
Instant Messenger Casual Conversation Etiquette:  
http://www.wikihow.com/Practice-Instant-Messaging-Etiquette 
 
Instant Messenger Business Professional Conversation Etiquette:  
http://www.businessinsider.com/9-instant-message-etiquette-rules-2013-11 
 
Instant Messenger / Chat:  Acronyms / Abbreviations / Text Shorthand / Shortcuts 
http://www.netlingo.com/acronyms.php 
 
*Email / Instant Messenger Etiquette:  
(1.) http://www.101emailetiquettetips.com  
(2.) http://www.netmanners.com/ 
 
Email / Instant Messenger / Instant Chat Emoticons:  
http://im.about.com/od/imfornewusers/a/emoticons.htm 
 
Facebook Chat Emoticons:  
http://im.about.com/od/imfornewusers/a/fbemoticons.htm 
 
Social Media Etiquette (general):  
http://www.forbes.com/sites/ilyapozin/2013/01/09/social-media-etiquette-12-step-checklist/ 
 
Social Media Etiquette (Facebook & Twitter):  
http://www.realsimple.com/work-life/work-life-etiquette/manners/social-media-etiquette 
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