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Instructions to learner

· You must complete the classroom activities whilst facilitation is taking place. The facilitator may stop at regular intervals to give you time to complete the activities.

· Please complete all work in blue or black pen. The assessor will not assess the evidence if completed in pencil. 

· You are not allowed to copy from another learner. Any plagiarism committed will be viewed in a serious light and disciplinary action may be taken against you. Your work must be authentic i.e. your own work.  Group work is allowed in certain activities but your answers must be your own original work after discussions in the group.

· You must sign the declaration contained in the assessment preparation and planning document declaring that all work is your own. If you so not sign this declaration, the assessor will not proceed with assessment and your results will be delayed.

· Please do not use any correction fluid i.e. tippex. Rather cross your work out and write next to your mistakes.

· The proficiency level required for each unit standard in the cluster is 50% per specific outcome per unit standard. If you are deemed Not Yet Competent in a unit standard, you will only be required to redo (remediate those sections in that unit standard.

· Any remediation must be submitted within 30 working days after you gave received feedback

· For practical assessments you need a computer, Ms Office and the assessor

· Answer section A and Section B

Assessment Process Flow


Agreed Assessment Plan

	Candidate's Name: 
	

	Assessor's Name:
	

	Standard Title:
	Enhance, edit and organise electronic messages using a Graphical User Interface (GUI)-based messaging application

	EVENT
	DATE, TIME AND LOCATION
	RESOURCES REQUIRED
	EVIDENCE TO BE GENERATED

	Attend Training
	
	Training material, equipment as specified 
	Attendance Register

	Complete formative assessment
	
	Formative workbook
	Completed formative workbook

	Complete summative assessment
	
	Summative workbook
	Completed knowledge questionnaire


Signature of Candidate: 
______________________________

Signature of Assessor: 
______________________________


Date: 



______________________________


SECTION A: FORMATIVE ASSESSMENT

Answer all questions in this section.

Question 1 (SO 1, AC 1)
Identify any two laws and explain their implications on the use of email in an organisation in terms of transmission of information via the Internet.
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Question 2 (SO 1, AC 2, AC 3)

I. State whether the following statement is true or false. Providing email facilities to employees exposes the organisation to security and virus attack risks.        
(2)

II. Explain the 2 security considerations of using the internet for transmitting messages in terms of both security and its implications on the immediate environment.
(4)

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Question 3 (SO 2, AC 1; SO 3, AC 1)
I. Explain the following default mail folders in terms of their purpose;

· Inbox

· Outbox

· Sent messages

· Deleted messages

· Drafts 











(10)

II. Explain the following types of address books
· Global address book

· Personal address book

· Outlook address book
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B. SUMMATIVE ASSESSMENT
Complete the following tasks in the presence of the assessor
Instructions

Requirements:

· You need an email account for this assessment. This email account must be in outlook 2010. If you do not have ask your facilitator or assessor to create one for you.
· The email account must have at least 10 messages in the inbox.

· The address book must have at least 10 email addresses 
Task 1 (SO 2, AC 2, AC 3, AC 4, AC 5; SO 3, AC 2)
Demonstrate the following in the presence of your facilitator or assessor;

	NO.
	ITEMS TO BE EVALUATED

	1
	Open the Ms Outlook 2010 application

	2
	Create 2 new email folders to file old emails. (Name the folder Archive 1 & Achieve 2).

	3
	Move any 2 email messages from inbox to archive 1.

	4
	Copy any 3 email messages from the inbox to archive 2.

	4
	Sort emails in your inbox by:

I. Date

II. Sender

III. Subject.

	5
	Add 3 email addresses to your address book. 

	6
	Remove 4 email addresses from the address book.



	7
	Write an urgent message to any contact in your email address book. Before sending change the priority of the outgoing message in order to allow urgent message to be sent first.

	8
	Delete any one email message in archive 2

	9
	Close the Ms Outlook 2010 application


Note: 

· As you complete the activities above your facilitator or assessor will be observing you.
· The observation checklist attached shall be used during the observation.
	NAME: …………………………………….….
SURNAME: ……………………………….…
COMPANY……………………………….…..

ID……………………………………………...

	EVALUATION CHECKLIST

DATE:

TIME: 




	EVALUATION CRITERIONS
	MET REQUIREMENTS
	DID NOT MEET REQUIREMENTS
	COMMENTS OR ACTION REQUIRED

	PRACTICAL TASK 
	
	
	

	
	
	
	

	Ms Outlook 2010 was opened properly
	
	
	

	2 email folders named archive 1 and archive 2 were created
	
	
	

	2 emails were moved from the inbox to archive 1
	
	
	

	2 emails were copied from the inbox to archive 2
	
	
	

	Emails in the inbox were sorted according to date, sender, and subject 
	
	
	

	3 email contacts were added to the address book  
	
	
	

	4 email contacts were removed from the address book
	
	
	

	GENERAL COMMENTS:

	

	Date……………………..
	Time started………………..
	Time completed……………….



	FACILITATOR NAME

………………………………
	FACILITATOR SIGNATURE

…………………………………….
	ASSESSOR ENDORSEMENT

(SIGNATURE)

………………………………….



ENHANCE, EDIT AND ORGANISE ELECTRONIC MESSAGES USING A GRAPHICAL USER INTERFACE (GUI)-BASED MESSAGING APPLICATION


                          UNIT STANDARD �HYPERLINK "http://paqs.saqa.org.za/showUnitStandard.php?id=116935" \t "_blank"�116935�


        NQF LEVEL: 2, CREDITS: 2


NOTIONAL HOURS: 20











ASSESSMENT INSTRUMENT








Assessment Plan agreed by candidate & completed by the assessor before the actual assessment





Knowledge Questionnaire conducted as per the Assessment Plan





Observation conducted as per the Assessment Plan





Portfolio of Evidence compiled as per the Assessment Plan








A detailed Assessor Report compiled & forwarded for Moderation





Record of Learning Updated





Appeal form completed by the candidate in the event of dispute





Feedback Report Completed by Assessor & individual feedback given to the candidate





Assessment Results Moderated





Action Plan Completed by Assessor





All records & evidence filed





Completed Assessor Report / Moderator Report / Record of Learning 





Approval & Certification obtained 





Certificate of Competencies issued to successful candidates





Register candidates on the Learner Record Database





Portfolio of Evidence submitted as per the Assessment Plan
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