Evidence Requirements for Unit: E-mail level 3

Please note: This Unit may be achieved via successful attainment of a Unit(s) from a validated qualification.
For level 3 you must provide evidence that you use the full potential of e-mail software facilities for sending and receiving messages.

This will involve you in assisting in the planning and carrying out at least three substantial and complex tasks by using e-mail software to show you can:
· send and receive e-mails using and changing most appropriate methods and settings
· exchange information of different types such as using an appropriate method for exchanging real time information, such as, video, sound, live chat sessions

· format e-mail to improve readability
· use address book and other facilities available to improve the performance of e-mail 
Your evidence must also demonstrate that you:

· know how to use the full potential e-mail facilities and understand the benefits and limitation of different access methods

· understand and know when problems with e-mail are local, for example, software or network errors

· know how to communicate laws and guidelines about the use of IT with colleagues
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