Email Etiquette for Microsoft Outlook Users

Email was originally used as an informal meansomhmunication. However in
recent times it has become an essential businessanication tool used within the
HSE. Because of this, it is important that we iigedame business etiquette in our
email correspondences as we would with all otHfelesase ensure that you use the
email system for business only, email protocolsteafound under the ICT section of
the HSE intranet. When you are away from your caepitiis good practice to turn
on the‘out of office’ tool providing a work colleague email address/aontletails as
an alternative or a contact number if you are wagloutside of the office.

The following outlines a number of simple tips batter email etiquette:
1. Properly address your email messages

There are to main addresses fields, these aredfamd Cc. The To field is used for
people you are directly addressing and the Cc feeldged for people you are
indirectly addressing. It's important that you ocbypy those people that need to be
copied.
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2. Always include a meaningful subject line in your mesage

This will give the recipient some indication regagithe contents of the email
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3. Keep messages brief and to the point

There is nothing worse than scrolling through losglies. Where possible always
summarise your points. Outline them in small aretige paragraph’s that can be
easily read and understood by the intended redipien

The best email sentences are short and the begjrpphs are short. They're quick
for the receiver to read and easy on the eyes. BP@ace between paragraphs and



don’t indent. Since people read email messageskiguireate lists. These can be
read at a glance and readers aren’t as likely $3 something important. Use
numbers or bullets to highlight each point.

4. Use proper English & Grammar

An email is slightly more casual in tone than aetypetter. Yet, there is a fine line
between being too casual and too formal. The t@wewant is professional, yet
conversational. To achieve this tone, try using@mtions (I'll, we’ll, he’s, she’s)

As you compose the message, consider the personvihze reading it. Know your
audience. If you are replying to a message, usa@gimilar that of the sender. If you
are initiating the contact, pay attention to thespa at the receiving end. For
example, your tone would be different to a corpossnior manager than it would be
if you were emailing a colleague.

Some people receive literally hundreds of messdgis. There is no room for fluff.
Be concise — by keeping your message short, thare&ter chance it will be read. As
an added benefit, being concise is a good editiagwWhen you’re forced to keep it
brief, your writing sounds better.

Use proper English and do not use all capitalg, msy look like you're shouting. To
emphasises important points use asterisks or bohdatting. Make sure you always
perform a spelling and Grammar check on your mesbafpre you send it.

5. Always properly sign your emails
You should always sign your emails as follows:

Name,

Title,

Department / Section,
HSE Organisation,
Location,

Contact phone number

Most email applications, allow you to automaticalgn your emails. Within
Microsoft Outlook, this can be set as follows

1) From the top tool bar seletbols andOptions
2) From theOptions menu, selectMail Format
3) Select theSignatures button

4) Enter yourContact Details and clickOk.



Preferences | Mail Setup  Mail Format ISpening] Security | Other | Delegates |
Message Format
Choose a format for outgoing mail and change advanced setkings.
Compose in this message Format: [HTML |

I Use Microsoft Word to edit e-mail messages
[ Use Microsoft word to read Rich Text e-mail messages

Internet Format... | International Options. .. |

Stationery and Fonts
Use stationery to change your default Fort and styls, changs colors,

% and add backgrounds to vour messages.
Use this stationery by defaulk: |<Nnne> j

Fonts. .. | Stationery Picker... |

Signature

Automatically include your signature or attach an electronic business
card {wCard) ko outgoing messages.

Signature for new messages:

Signature For replies and Forwards: |<Nnng> -

Signatures. ..
OK I Cancel | |

Edit Signature - [Chris Meehan]

Signiature ket
% This text will be included in outgoing mail messages:

John Murphy

Finance Manager,
Finance Dept,

Mational Shared Serices,
Dr. Steevens Hospital
Dublin 8 .

| Advanced Edit. .. |

Fart... | Paragraph... Clear

w(Card options

Attach this business card {wCard) to this signature:
T |<None> j

Mew vwCard from Contact. ..

Ok Cancel

6. Set up Out of Office Reply

If you are out of the office on leaveet up arOut Of Office reply. This will notify
anyone sending you emails that you are on leavanandontactable. Most email
applications, allow you to automatically set thgs Within Microsoft Outlook, this

can be set as follows.

1) From the top tool bar, seletbols andOut of Office Assistant
2) Click the Option"“l am currently out of the office”
3) Type in your message — something along the lines of

| am out of the office until the 22"¢ August. If you have any urgent queries
please contact my colleague Paul Johnson at 01 635xxxX

Thank You
Jim Smith

4) Click Ok



