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ITQ Unit 207 – Email 2

Tasks to carry out:

	Task
	Evidence
	S& T reference
	K & U reference
	Done (

	Send and receive email 
	Print out
	1c
	
	

	Send email with attachment
	Print out
	1c
	
	

	Add signature to email
	Screen grab/ observation
	1a
	
	

	Set priority of message
	Screen grab/

Observation
	1a
	
	

	Compressing and uncompressing messages
	Print out
	1d, 2b
	1b, 2b
	

	Archiving emails – using folders
	Screen grab/

Observation
	1e
	
	

	Setting up email groups 
	Screen grab/ observation 
	2a
	1a
	

	Sending emails to groups
	Print out
	1b
	1a
	

	Setting an out of office reply
	Screen grab/ observation
	
	1c
	

	Changing design of emails (rtf, html)
	Screen grab/ observation
	3a
	 
	

	Using email on the web
	Observation/ screen grab
	4a, 4b
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