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Candidate’s Name:






Assessment of Competencies:  
ICAICT103A, Use, communicate and search securely on the internet 

Purpose of Assessment:

The purpose of this assessment is to demonstrate competence in the units of competency ICAICT103A, Use, communicate and search securely on the internet.  Wherever possible the units will be assessed as part of your normal work function and activity. It may be integrated with other units of assessments.

Competency in this unit needs to be assessed using summative assessment in a range of contexts (e.g. in differing functions with your workplace or potential workplace).
Conditions of Assessment:

· Review and consider the assessment tasks in detail. The tasks are holistic in nature and you will need to ensure all elements of the unit are covered and you have addressed all requirements.

· To demonstrate competence in this unit, you must be able to provide evidence that you: 

· Access the internet 

· Search the internet 

· Send and organise messages via email and other digital means
· Manage all basic functions of an email application
· The evidence that you provide to show competence should be gathered in the workplace, or where no workplace is available, through a simulated environment which reflects the work environment.

· Recognition of prior learning may be used as an alternative pathway to any or all assessment items. A portfolio of work sample which you can compile during the enrolment period may be used in support of the RPL process.

· This assessment consists of a written element (short answer questions) and a Third Party Report associated with practical exercises. The Third Party Report is to be completed by a person deemed suitable by your assessor (e.g. your work supervisor, supervising tutor, a teacher, etc.). The assessor may substitute the Third Party Report with a direct assessor observation of you work working in this area.

Assessment Tasks:

Resources:

For these tasks you will need the following resources:

· PC with Internet access 
· Email access
· CD-ROM
Conditions:


· Individual work, unsupervised.

· Competency based marking applies to all aspects of these tasks.  A learner will be deemed “competent” when they have successfully demonstrated the skills outlined.
· This assessment task must be completed within assigned date as indicated in your course notes unless an extension of time is negotiated with your trainer.

Instructions:

· Complete the tasks using appropriate language and correct spelling/grammar. You are to email your responses as a single file to your teacher.  You must email this to your assessor as part of this assessment; mailing is not acceptable.
· Your single document is to have your name and the unit code as a header on each page.

TASK 1
1. Using notes and/or screenshots of you working on your computer explain how you do each of the following in your email application: 

a. Create and attach an automatic signature to an email: 

b. Attach a file to an email using the attachment feature: 

c. Perform a spell check on an outgoing email message: 

d. Set the message priority to high: 

e. Send an email message: 
f. Reply to an email message: 

g. Forward an email message: 

h. Search the Inbox for a specific email message: 

i. Open and save an attachment received in an incoming message to appropriate folder: 

j. Print an email message: 
2. What is the purpose of the CC (Carbon Copy)? 
3. Explain how to sort an Inbox according to the date the email message was received. 
4. How can an incoming email be moved to a place for storage? 
5. Outline the steps required to undertake the following within your email program:
a. Manually add an email address to the address book (contacts): 

b. Create a signature for an email
c. Add a signature to an outgoing email

d. Print an email

e. Place an attachment in an email
TASK 2

1. Provide six samples of emails (three you have written and sent and three you have received from someone else).  Choose your six email examples to provide examples of ‘complex emails’, e.g. containing attachments, sent to multiple people, formatted text, etc.


General Information

· You must keep a copy of all work, documents or media you submit to the assessor.

· If you do not agree with the assessment decision, you do have the right of appeal as outlined in the RTO’s policies (www.teia.edu.au)

· If you wish to appeal your assessment, please contact the Training Administrator: Tele: 47871410 or E-mail: admin@teia.edu.au 
· Details of this assessment are treated according to Privacy arrangements of this organisation. Privacy policies are available at www.teia.edu.au. In general, the only persons who will have access to the assessment materials will be assessors who are considering your work to make assessment decisions.

· If you require assistance in any aspect of this assessment, or you seek clarification about the activity, the process or the general policies of the TEIA Ltd contact your assigned assessor and/or trainer for additional support and advice.
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