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UNIT STANDARD 116945
Unit Standard Title 

Use electronic mail to send and receive messages

NQF Level

2

Credits

2

Specific Outcomes And Assessment Criteria

Specific Outcome 1: Understand the concepts and terms of electronic messaging.

Assessment Criteria

· The structure of an email address is explained using an example.

· Aspects of E-Mail Etiquette are described with examples.  Aspects: content, subject line, privacy, confidentiality, viruses.

· The benefits of using Email are explained within a specific context.  May include but is not limited to - speed, cost, time, time zones, portability.

· The limitations of using the Internet are explained with examples.  May include but is not limited to - viruses, security, inappropriate use of Email, attachments.

Specific Outcome 2: Create and send an E-mail message.

Assessment Criteria

· The electronic mail application is opened in order to prepare for working with E-mail messages, and closed once finished working with E-mail messages.

· The message is addressed to the required recipients.  Single and multiple recipients; addressee and CC.

· The message header (subject) is consistent with the message purpose, and target audience.

· Message test is manipulated and checked for spelling mistakes prior to sending.  Manipulation include: copied, moved, deleted. Copy and move to be demonstrated within and Email message and between E-mail messages.

· A file is attached to the email message.

· An attachment is deleted from an E-mail message.

· A connection is established with an Internet Service Provider.

· The E-mail is sent to and received by the intended recipients.

· The electronic mail application program is closed.
Specific Outcome 3: Receive and respond to e-mails.

Assessment Criteria

· The senders of the incoming mail are identified.

· The contents of incoming E-mails are displayed.  Message, attached files.

· Precautions are observed when receiving mail.  Includes but is not limited to - viruses, discussion lists, spam.

· Received E-mail messages are viewed in the inbox of the Email application.

· Attached files are processed according to given specification.  Attachment processing may include any of the following: Saving, modifying, forwarding.

· Incoming mail is highlighted according to required specifications.  Specifications include but are not limited to: Flagged for future follow-up, marked as read/unread.

· Response to incoming mail is conducted according to given specifications.  Specification include but are not limited to:  Reply to sender, reply to all, forward; inclusive and exclusive of the original message.
Specific Outcome 4: Print an E-mail message

Assessment Criteria

· An E-mail is printed to the default printer.  A whole E-mail, specific text within an E-mail message.
Specific Outcome5: Work with multiple E-mail messages.

Assessment Criteria

· A number of E-mail messages are opened for processing.  Minimum 3 E-mail messages.

· Control is switched between the open E-mail messages.

· Text is manipulated between active E-mail messages.  Minimum of 2 active E-mail messages; type of manipulation: move, copy.

· Text is copied to an E-mail message from another source.  Any source other than an E-mail source can be included: Word processor, Web page.

· Text is deleted from an E-mail message.

· An E-mail message is deleted.  Sent to an archive facility and deleted completely.

Specific Outcome6: Adjust settings to customise the view and preferences of the Email application.

Assessment Criteria

· Toolbar menus are switched off and on according to use in current situation.

· The current view headings are changed according to given requirements.  Additional columns are added or deleted from the current view.
Critical Cross-Field Outcomes

· Identify and solve problems in which responses display that decisions using critical and creative thinking have been made by understanding the uses and benefits of using an Email application.

· Organise and manage oneself and one’s activities responsibly and effectively by organizing email messages into relevant folders within an Email application.

· Collect, analyse, organise, and critically evaluate information by receiving, analyzing, organizing and critically evaluating email messages sent and received.

· Communicate effectively using visual, mathematical and/or language skills in the modes of oral and/or written persuasion when engaging with the subject by creating and responding to Emails relevant to a specific topic.

· Use science and technology effectively and critically, showing responsibility towards the environment and health of others by using an Email application to communicate to others in various places in a wide spread area.
Formative Assessments

Formative Assessment 1
Explain the structure of the following e-mail address:  narina@photography.co.za

narina:

@:

Photography:

.co.za:

List three aspects of Network etiquette

List three benefits of e-mail

List three limitations of the Internet

What do you need to send e-mails?

Formative Assessment 2
Open Outlook

Close Outlook

Formative Assessment 3
Open Outlook

Send an e-mail to the facilitator, telling him how you think you will benefit from the course.

Cc the mail to your fellow students

Remember to add a subject heading

Attach any file to the mail

Send the mail

Formative Assessment 4
Open the mails that you received from your fellow students

Open the attachments without saving them to disk

Forward one of the e-mails to your facilitator

Reply to one of the e-mails you received

Delete one of the mails

Formative Assessment 5
Open any three e-mails received from your fellow students

Copy text from one e-mail to another

Copy the text from any MS Word document to the third e-mail

Knowledge Questionnaire
	1. Explain the structure of the following e-mail address: (4) freddy@yahoo.com

	

	2. In your own words, describe what content is not suitable for e-mail (3)

	

	3. Is your privacy guaranteed on the Internet?  Motivate your answer. (1)

	

	4. Discuss the benefits of e-mail in terms of cost.  (2)

	

	5. Discuss the benefits of e-mail in terms of portability. (1)

	

	6. Why should you be very careful of opening attachments to e-mails from senders you do not know? (1)

	

	7. Is it safe to give personal details such as credit card and pin numbers to just anyone on the  Internet?  Motivate your answer. (2)

	

	TOTAL: 14


Case Study
Note to the facilitator:

Have students create and save a simple Word document named ‘Practice’ that they will attach to an email during the assessment.  Learners should type any two sentences of their own choosing in the document. 

	Action
	Performed correctly points allocated

	1. Open MS Outlook (1)


	

	2. Send an e-mail to the facilitator and one of your fellow students.  In the e-mail, explain how this course will benefit you in the workplace. (3)


	

	3. Include a suitable subject header (1)


	

	4. Attach the Practice file that you created before starting the assessment, to the message (1)


	

	5. Ensure that you type your message as though you were sending it to your supervisor. (1)


	

	6. Send the mail (1)


	

	7. By now you should have received a mail from one of your fellow students.  If not, request your facilitator to reply to your mail.  Open and read the mail. (2)


	

	8. Open the attachment that you received with the mail and save the attachments to the My Documents folder. (2)


	

	9. Forward the mail that you have just opened and read, to the facilitator. (1)


	

	10. Copy the contents of the mail you received from a fellow student to a new mail message (1)


	

	11. Copy the contents of the mail you sent to the facilitator to the new mail message (1)


	

	12. Copy the contents of your Practice file to the new mail message (1)


	

	13. Delete the first sentence of your Practice file from the mail. (1)


	

	14. Find out from Help how to show or hide the Navigation Pane.  Type the last step in your e-mail.  Send the mail to the facilitator (1)


	

	TOTAL: 18
	


Observation Sheet
	Action
	Performed correctly 

Yes / No

	Call the facilitator and show him how you will print an e-mail (1)
	

	Show the facilitator how you do a Spelling and Grammar check. (1)
	

	Flag one of the messages in your Inbox for follow up. (1)
	

	Add a new contact to the Address Book (1)
	

	Sort your messages according to “From” as your Sort criteria.  (1)
	

	Delete an email (1)
	

	Change the View from Compact to Single View and back to Compact View.  (1)
	

	Close Outlook (1)
	

	TOTAL: 8
	


Declaration Of Authenticity Of Evidence

	I (Initials and Surname) 

	ID No: 

	declare/certify that the learning activities completed in the learner activity workbook in its entirety is my own original and authentic work (interpreter declaration to be completed where necessary)  I acknowledge that should it come to the attention/reported to the training provider/ SETA or relevant authorities, and there is sufficient evidence to prove that there is an irregularity regarding the authenticity of this submission the necessary steps will be taken against me which can result in the one or more of following decisions being taken: 

	· A criminal case being opened,

· Learner achievement certificate cancelled, withdrawn

· Non processing of learner achievement submissions to the SETA pending the outcome of an investigation

· De-registration as an assessor/moderator (where unauthorised assistance is provided by the assessor/facilitator)

· Investigation into the accreditation status of the training provider if there is an irregularity on the part of the training provider

	I know and understand the contents of this declaration:  I have no objection to signing the prescribed declaration, The declaration was also explained to me by the training provider/facilitator

	Signature of Learner:


	Date

	Signature of facilitator/assessor: 


	Date


Assessor's Report
	Candidate's Name
	
	ID No.
	

	Assessor's Name
	
	Reg. No.
	

	Unit Standard Title
	Use electronic mail to send and receive messages

	ASSESSMENT DECISION

	Specific Outcome
	C
	NYC
	Comments

	Understand the concepts and terms of electronic messaging.
	
	
	

	Create and send an E-mail message.
	
	
	

	Receive and respond to e-mails.
	
	
	

	Print an E-mail message
	
	
	

	Work with multiple E-mail messages.
	
	
	

	Adjust settings to customise the view and preferences of the Email application.
	
	
	

	Overall Assessment Decision.
	

	Comments
	

	Date 
	

	
	

	Signature of Assessor
	Signature of Candidate


Moderator's Report
	Moderator's Name
	
	Reg. No.
	

	Assessor's Name
	
	Reg. No.
	

	Candidate's Name
	
	ID No.
	

	Unit Standard Title
	Use electronic mail to send and receive messages

	MODERATION DECISION

	Specific Outcome
	C
	NYC
	Comments

	Understand the concepts and terms of electronic messaging.
	
	
	

	Create and send an E-mail message.
	
	
	

	Receive and respond to e-mails.
	
	
	

	Print an E-mail message
	
	
	

	Work with multiple E-mail messages.
	
	
	

	Adjust settings to customise the view and preferences of the Email application.
	
	
	

	Overall Moderation Decision
	

	Feedback to Assessor
	

	Action Required 
	

	Date of Moderation
	

	Signature of Moderator
	

	Signature of Assessor
	

	Signature of Candidate
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