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IT User SVQ — Level 2

Unit Title — DJ5Y 04 E-mail 2

NB:  It is possible to achieve this unit by APA, however, the relevant evidence must be referenced within the portfolio

	Skills and Techniques

NB:  It must be evident that level 2 candidates have the knowledge and understanding, and can demonstrate all skills and techniques covered in level 1.

	a
Sending and receiving e-mails using more advanced facilities

Expansion — Using more advanced facilities such as add a signature or set the priority of messages.  Sending messages to groups of people using groups set up in an address book.  Sending and receiving instant messages with and without attachments.  Compressing messages on sending, and un-compress messages that have been received.  Archiving e-mails where necessary, such as by using folders and subfolders.


NB:  A selection from the list is required, although the list is not exhaustive.

	b
Exchanging information by using appropriate methods

Expansion — Choosing and using appropriate methods of exchanging information, such as FTP or HTTP.  Using interactive sites.  


NB:  A selection from the list is required, although the list is not exhaustive.

	c
Using address books and other facilities available

Expansion — Setting up groups for sending e-mails to.  Compressing and de-compress e-mail attachments.

	d
Formatting e-mails in different modes

Expansion — Changing design and format of e-mails, such as by using RTF, HTML and plain text. 


NB:  A selection from the list is required, although the list is not exhaustive.

	Knowledge and Understanding (K & U)

	1
More advanced e-mail facilities.  How to send e-mails to groups using a group list within an address book.  How to archive and compress e-mails.  What other resources may be provided by e-mail software and how to use them.

	2
Common problems with e-mail and how to sort them out.  What to do about e-mails intended to cause problems, such as SPAM or chain-mails.  How to keep the difficulties of sending and receiving large e-mails to a minimum.  What limits there may be to the number or size of e-mails that can be received and stored.  How to avoid viruses.

	3
What and how laws and guidelines affect the use of IT.  What and how different IT activities are affected by laws and guidelines, such as storing names and addresses, downloading images from the Internet or sending inappropriate e-mails.
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NB:  It is possible to achieve this unit by APA, however, the relevant evidence must be referenced within the portfolio

	Use more advanced facilities of e-mail software to send and receive messages
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	Evidence Description

(Minimum of two comprehensive tasks)
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	Unit complete

I confirm that all evidence (including knowledge and understanding), for the entire unit has been met.
Candidate Signature:
___________________________
Date:
____________
Internal Verifier Signature: 
_____________________

Assessor Signature:
___________________________
Date:
____________
Date Sampled (by IV):
_____________________
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