Level 1 Use digital technologies to manage emails
Evidence Document

Candidate name: A Candidate

Task 1 (f) (i) evidence:

Alan Taylor

®

CONTACT | NOTES | WHAT'S NEW

Calendar
Schedule a meeting

Send Email
alan.taylor@progress-media.co.uk

Work
0121 456 0323

Task 1 (f) (ii) evidence:

Jo Makuba

®

CONTACT | NOTES | WHAT'S NEW

Calendar
Schedule a meeting

Send Email
jo.makuba@progress-media.co.uk

Work
0121 496 0356




Task 1 (f) (iii) evidence:

Alan Taylor
Jo Makuba

IT support

MEMBERS | MOTES

®

Task 1 (h) (j)(i) evidence:

Regards

A Candidate

FILE MESSAGE IMSERT OPTIOMS FORMAT TEXT REVIEW
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HCDIDrs a1 & U= Request a Delivery Receipt
annnan T q ry Receip
.l [A] Fonts - iE=e i Q l|l
The:nes Effects* Fj|-||= Bcc  From F‘ermlssmn Ugsft::::vg | Request a Read Receipt
Themes Show Fields Permission Tracking T
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=1
Cc...
Send
Bec...
Subject IT support
.§.|.1.|.}_.|.3.|.4.|.5...5...]!...3...9...1q}.|.11.| 120 1300 140

IT support is available until 7.00 p.m. each day.




Task 1 (i) j(ii) evidence:

FILE MESSAGE INSERT OPTIONS

FORMAT TEXT REVIEW
ol

0 Lt Calibri (Bot~ |11 =| A A7 = iS5 A
Paste

2z 8% i ? [> Follow Up~
. = ] t'/@ [I]J _*

' abr | o
- % Format Painter BEaY = 4

Cop

. ' High Importance
= &= 3= Address Check | Attach Attach Signature
Book Mames File ltem~ - ¥ Low Importance
Clipboard [P Basic Text [} MNames Include Tags ra
Ta... IT support
Cr..
Send
Bee...
Subject Maving printers
g relep 2 ¥ 40y 50 & F o o B o9y 20y 2Ly 242 43y o34 g 15y 16 AT 180 g 18 P20 -2
The printers need to be moved this weekend.
Regards
A Candidate]

Note: If the sent message is shown this may expand the distribution list to show the
distribution list members. This is acceptable evidence.



Task 2 (a) e(i) evidence:

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
alls

e e 31 e | 0 @ D
ibri - - = o B o | A a& "
D Calibri (Bot - | 11 A A =iz ] :’,@ “JJ .
Paste B I U 3. A- === &= Address Check | Attach Attach Signature
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Clipboard ra Basic Text ra Mames Include
To.. Alan Taylor (alan. taylor @progress-media. co.uk)
Cc.
Send
Bec... kyle.helafi@progress-media.co.uk
Subject FW: Printing file
Attached B3 printing xsx (9 KE)
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Here is the file you needed.
Regards

A Candidate|

From: [ o mai.com]...

Sent: 21 September 2015 10:38

To: [ ¢ : =i\.com>
Subject: Printing file

The prmtmg data for Monday s attached.

Regards

A Tutor




Task 2 (b) e(ii)

FILE MESSAGE IMSERT OPTIONS FORMAT TEXT REVIEW

2 - R szl e i « | | Follow up~
Gibi  -[1 -|A & 2. k) [28 & || U ? ! F
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Paste aby Address Check | Attach Attach Signature : High Importance
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Clipboard N Easic Text ] MNames Include Tags [P
To.. Alan Tavlor (alan. tavlor @progress-media. co.uk);
Cc.
Send
B
Subject FW: Wireless access
Attached | W) accessing WiFi.doc (39 KB)
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Here are the details you needed.
Regards

A Candidate

From:

Sent: 21 September 2015 11156
To:

Subject: Wireless access

It has been decided that personal mobile phones will be able to access WiFifrom next month. Further details will follow soon.

Regards

A Tutor




Task 2 (c) (d) + e(iii) evidence:

4 r
Drag Your Favorite Folders Here Search Support (Ctri+E) £ | Current Folder -
Al Unread By Date [Conversations) = Mewest &
4 Qutlook
4 Last Month
I Inbox 1 i 1
o I av |
= i Wireless Access 1
Sent ltemns 8 J
Deleted ltems B
Junk E-mail
Qutbox
R55 Feeds
Support
I Search Folders

Task 2 (g) + (h) evidence:

Full Mame... |||&Iar1 Taylor
Company |
Job title |
File as |Tay|or, Alan -
Internet
EE E-mail... - |aIan.Eﬁur@wmressmedia.m.uk
Display as |Alar1 Taylar [alan.taylor@progress-media. co,uk)

Web page address | |

IM address |

Phone numbers

Business... - |u1z1 496 0323 |




