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Skills List for Basic Email/Conferencing Skills

	Basic Email/Conferencing Skills

	Basic Skills:

	Pull up an email and fill in the component parts—address conventions (case counts!)

	Netiquette: conventions of parts of a letter, emoticons, flaming, privacy

	Reply 

	Forward

	Send

	Get (receive) messages

	Maintenance issues (delete, save to folder, move files)

	Viruses basics (virus software and why you use it—safety rules; spam)

	Send email to two people

	Signature files

	More advanced skills:

	Address Book

	Multiple addresses and distribution lists

	Attachments-sending/receiving, size of attachments

	Copy and paste into an email-text and graphics

	Hyperlinks within an email

	Distribution lists

	Chat

	Virtual Classroom


