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	You must be able to: 

	1. Use e-mail software tools and techniques to compose and send messages.

	1.1 Select and use software tools to compose and format e-mail messages, including attachments.
	
	
	

	1.2 Explain methods to improve message transmission.
	
	
	

	1.3 Send e-mail messages to individuals and groups.
	
	
	

	1.4 Explain why and how to stay safe and respect others when using e-mail.
	
	
	

	1.5 Use an address book to manage contact information.
	
	
	

	2. Manage use of e-mail software effectively.

	2.1 Develop and communicate guidelines and procedures for using e-mail effectively.
	
	
	

	2.2 Read and respond appropriately to e-mail messages and attachments.
	
	
	

	2.3 Use email software tools and techniques to automate responses.
	
	
	

	2.4 Explain why, how and when to archive messages.
	
	
	

	2.5 Organise, store and archive e-mail messages effectively.
	
	
	

	2.6 Customise e-mail software to make it easier to use.
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	2.7 Explain how to minimise e-mail problems.
	
	
	

	2.8 Respond appropriately to email problems.
	
	
	




Learner declaration of authenticity:


I declare that the work presented for this unit is entirely my own work.








Learner signature:							Date:





Assessor sign off of completed unit:


I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 








Assessor name:








Signature:								Date:











