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	KNOWLEDGE
	SKILLS
	ATTITUDE

	MASTERY
	E-Mail Etiquette

Vocabulary (spam, flame, hoax, virus)

Register for E-mail account
	Sign-in

Check mail

· Read messages 

· Delete messages (2)

Create folders

· Empty trash

· Organize folders

Send E-mail

· Compose message

· Send 

· Forward

Address book

· Add names

· Send mail

Options and Help

Sign out
	Confident

Willing to learn

	PRESENT STATE
	
	
	Willing to learn

	DIFFERENCE
	E-Mail Etiquette

Vocabulary (spam, flame, hoax, virus)

Register for E-mail account
	Sign-in

Check mail

· Read messages 

· Delete messages (2)

Create folders

· Empty trash

· Organize folders

Send E-mail

· Compose message

· Send 

· Forward

Address book

· Add names

· Send mail

Options and Help

Sign out
	Confident


Number of Participants:  Group of up to 10

Length of Presentation:  1 ½ Hours
Learning Objectives:

1. Patrons will know the basics of e-mail etiquette.

2. Patrons will be check, send and delete e-mail messages.

3. Patrons will feel confident using e-mail.


