Evidence Requirements for Unit: E-mail level 2

Please note: This Unit may be achieved via successful attainment of a Unit(s) from a validated qualification.
For level 2 you must provide evidence that you can use more advanced facilities to send and receive messages.
This will involve you carrying out at least two comprehensive tasks by using e-mail software to show you can:
· send and receive e-mails using more advanced facilities, for example adding a signature; setting up ‘group set up’ using an address facility; compressing messages, attachment and decompressing messages, attachments

· exchange information by using appropriate methods

· format e-mail in different modes
· use address book and other facilities provided by e-mail software
Your evidence must also demonstrate that you:

· know how to use more advanced e-mail facilities for example how to archive, compress e-mails, set up and use a group list 

· understand and know what the common problems with e-mail are and how to sort them out

· know what and how laws and guidelines affect the use of IT
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