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Assessment Objective

Candidate A — PASS

Candidate B — DISTINCTION

AO1

Demonstrate good working practices
with files, directories/folders and sub-
directories/sub-folders

The candidate on page 1 has clearly shown that they have
set up at least two directories. This is a clear screen print
which shows a Nat cert folder which contains two sub-
folders — Unit 1 and Unit 21. The Unit 1 folder contains 8
sub-folders, one for each task in the OCR model
assignment.

This screen print also shows that the candidate has saved
their evidence for Task 1 in the Task 1 & 9 folder and has
used some appropriate filenames.

The candidate has shown how they have password
protected their word document on pages 2-3 and on page
4 they have shown that they have actually set a password
on the file as the screen print shows the software asking
for a password to open the file.

It is a pity that this candidate’ screenshots are so small,
making them difficult to read.

In Section 1 the candidate has shown evidence of a folder
structure with 6 main folders. Within NC ICT there is a
unit 1 sub-folder containing 6 sub-folders for the unit 1
tasks. One of these (AO2) contains 2 subfolders. This
section also shows evidence of a backup of the Unit 1
folder on a removable disk. Additional evidence of backup
is shown in Section 7, including opening a file from
backup, which would allow it to be restored.

Sections 2 and 4 show the candidate has saved files with
appropriate filenames into appropriate folders, but there is
no evidence that this has been consistently done. A
teacher witness statement could have been used here.
Section 11 shows the candidate using search in Windows
Vista to find and open a file,




Pages 5-7 show how the candidate has located their files.

Although there is no explicit evidence of opening any of
these files this can be assumed as the candidate has
evidence throughout the portfolio of opening files from
saved directories

Pages 8-10 show the candidate backing up their work.
The first screen print shows the USB device with no
folders and then they show the folders that have been
copied across and how this was carried out.

Page 11 shows that the candidate has created a shortcut
to a file, a folder and a program.

All Pass requirements are met, with very few additional
requirements.

Section 7 shows the candidate deleting a folder, moving a
folder, deleting a file, copying and moving a file. Section
10 shows renaming of a file and folder. In section 3 the
candidate has created a shortcut to one folder and one
file, including before and after screen shots to confirm that
this action has been carried out. Section 4 shows that the
candidate has password protected PowerPoint files,
showing both process and evidence that the files have
been password protected. Section 5 shows that the
candidate has created a shortcut on the desktop to the
PowerPoint program. The evidence further shows that the
program, folder and file shortcuts have been edited by
changing the shortcut keys used. The evidence shows
that the keyboard shortcuts, though not the shortcuts
themselves, have been deleted. Section 6 shows the
candidate searching for and opening files that have been
created, although this could have been implied from the
rest of the portfolio.

The evidence presented by the candidate is well
annotated. All Distinction requirements have been
attempted, although the candidate has failed to delete the
desktop shortcuts. Additionally, consistently saving using
appropriate filenames and locations and restoring from a
backup are not well evidenced.

Overall, a Distinction is just the best fit for this AO.




AO2

Using appropriate software, select and
use tools and facilities to download
files/information and to send and receive
email messages

The candidate has used the OCR Downloadable Tunes
model assignment and has searched for relevant
information using Google to search for the top 20 singles.
Search criteria are simplistic but functional. Screen shots
on pages 12-15 are annotated to show the source
addresses of the different websites accessed. The
evidence searched for was used later in the portfolio.

The candidate has sent an email (pg 19), received and
replied to an email (pg 16), forwarded an email (pg 17)
and included a message with a document attached (pg
18).

The text and header in the emails are not good but at least
some text has been added to each email and the sent
message contains a header. Page 18 shows that the
candidate has opened an attachment sent to them via
email and saved this to their AO2 folder in their work area

Page 20 shows where the candidate has forwarded a
message to more than one person. There is no message
text added by the candidate, but because this is an extra
email, in addition to the minimum requirements, the
candidate is not penalised for this. Page 21 contains a
very brief comment about the risks of opening email
attachments.

All pass requirements have been met,

Pages 32-28 show the use of advanced search criteria to
locate information on the WWW. Although the candidate
has used Boolean operators this could have been equally
well evidenced through correct use of the Advanced
search page of a search engine. There is no evidence of
searching from local media.

On pages 39-41 the candidate has listed the URLs of
pages found, with the date the information was accessed.
There is a brief comment on the validity of two of these
sources, with a simple reason for one of these. This is the
weakest element of the work in this AO.

Page 42 shows where the candidate has bookmarked
URLs and organised these into suitable folders.

There is limited evidence that the candidate understands
the implications of copyright. A list of the websites
accessed has been provided, although it is unclear which
information has been downloaded and stored.

The candidate has sent (pages 54-56), received (45),
replied to (page 48) and forwarded (page 47) emails,
including a message with multiple documents attached
(page 56). Some of the screen prints have been taken too
early, however the witness statement confirms that the
final emails were all sent with suitable subject lines and
message text. Candidates should be advised to produce
their screen prints from the sent folder rather than
compose maode, in order to ensure all text/subject line is
shown. Additionally, this provides clear evidence that the
emails have actually been sent.

An attachment has been received, opened and saved
(page 45-46). Page 50 shows that the candidate has sent
a high priority message to multiple recipients using cc and
bcc, demonstrating some understanding of the appropriate
use of these features.




Pages 49 and 51 show where the candidate has stored,
retrieved and used email addresses and details of
personal contacts.

Page 58 shows where the candidate has included and
created an email signature, although there is no evidence
of this being used. Where subject lines and message text
are shown these are appropriate.

Page 57 includes a summary of the risks of opening and
receiving email attachments and the candidate has
suggested limited actions

AQO3

AO4

Select and use tools and facilities in
word processing or DTP software to
produce a variety of business
documents

The candidate has created a number of straightforward
and simple business documents. Page 22 shows a letter,
page 25 shows a memo, page 28 shows a flyer and pages
32-33 show a newsletter. These are based on standard
templates and there is little consistency, other than the
inclusion of the logo on the letter, flyer and newsletter.
Although there is a page headed ‘House Style’ the
candidate shows no understanding of this. Centres
should encourage candidates to develop a consistent
house style (position of logo, consistent font, font size,
colours etc) across all their business documents in this
AO.

The letter contains all necessary elements but the layout
is poor, with the two addresses the wrong way around, the
date incorrectly formatted and placed, incorrect line
spacing and inconsistent font. Although it is acceptable
for text to be copied and pasted it is expected that it would
be proof read for content, and the footnote references in
the text of the newsletter should have been removed.

The candidate has produced a flyer (p84), newsletter (pgs
71-74), letter (pg 64), agenda (pg 80) and a business card
pg 81). A brief report has also been included on page 79;
however this is too brief and does not use suitable
headings to be classed as a report.

The letter has been mail merged on pages 68 and the
newsletter contains 4 pages and contains a chart, though
not a table, imported from a spreadsheet.. The candidate
has included graphics from a wide range of sources
(pages 83-86). The candidate has included a list of the
images used, where they have been used and their
original source which is an excellent piece of evidence.

Each of the documents show a company logo and similar
fonts, and the original prints showed a consistent use of
colour.. The candidate has used an extensive range of
software tools and facilities, such as italics, drawing tools
(lines and boxes), justification and left alignment,
numbering, centring and different emphasis techniques
(bold, italics). Different font sizes have also been used
and there is some evidence of a table




The newsletter shows evidence of images from the world
wide web and an image from a drawing package —
however it would be helpful to the moderator the sources
of any images used were clearly identified.

Pages 24, 26, 29, 30, 31, 36, 37, 39 and 40 show
evidence of using a spelling checker and proofreading the
documents.

The documents presented show some evidence of using
different font style, size and paragraph justification.

Helpful screen prints are provided which show some of the
formatting techniques used.

Although the number of documents produced meets Merit
requirements the quality is of Pass standard.

The candidate has inserted fields, including date and
document information on page 69.

Pages 59-66 and 71-74 show where the candidate has
checked through their documents and used a spelling and
grammar checker. Candidate’s should be reminded to
proof-read after carrying out a spell check to ensure that
they have chosen the correct word suggested by the spell
checker The final documents are virtually error-free and
most of the documents would be usable in a professional
context, although the letter layout contains a number of
errors and the last page of the newsletter is inconstant in
style. Overall a Distinction can just be awarded as a best
fit grade.

AQO5

Create and use a simple business
spreadsheet

The candidate has used the Downloadable Tunes model
assignment and created a very simple spreadsheet. The
spreadsheet on pages 41-49 show a limited number of
calculations (sum and average). The formulas/functions
appear to work. However, it is unclear how the later totals
and averages have been calculated. The candidate has
entered headings and has provided some evidence of
formatting on pages 41-42 (different borders and colours
with appropriate format chosen for some dates and
currency columns). However, further improvements could
have been made.

Page 44 shows some data being changed to obtain
different results. The amendments that the candidate has
made to the spreadsheet and how the data has been
amended to show different results. Pages 45 and 46
demonstrate inserting and deleting a row.

The candidate has produced an effective spreadsheet on
pages 87-94 and formulas have been printed on pages 89
and 91. There is evidence of the use of +, - and more
than one function (sum, average and max).

Page 92 shows that the candidate has formatted the
spreadsheet effectively using different borders, shading,
fonts, currency and date format.

Evidence of inserting and deleting rows is shown on
pages 93 and 94.

Page 92 shows where the candidate has edited some of
the data to obtain different results.

Pages 88-91 show that the candidate has printed out the
spreadsheet using appropriate page orientation and
number of pages.




The candidate has printed out the spreadsheet on pages
41-42 although these could have been presented in a
better way, showing less white space.

All Pass requirements have been met, with some Merit
requirements (use of a function, a range of formatting and
insert/delete rows) but there is no formula printout and no
evidence of using print preview and adjusting print options
to fit the whole sheet onto one side. Pass is therefore the
best fit here..

Some use of headers and footers are included and other
print layout features have been used appropriately, such
as printing row and column headings.

All Distinction criteria are evidenced here.




Unit 1
Level 2
AQ2

Candidate B
Pass



Ao Aiteroed Fapii

v G g v ormine. conmse srchTrbmoreapmiop

BOC . Badia 4 . Chait Show - The UK Top 40 Singles

ARTIST TITLE (LABEL] 1101 1120 | 21.30 | 1140 ... The Offizizi UK Singlas Thart 15
compiled by The Officia) UK Charts Company ...
S 200 G UGBS LonEtL singhe s B - ok -

MY & Bilthoard Music Charts | Top 20 Videas Artist Elngles ..,

Follcw BTV and Billboard 10p 20 videss. artist singlas and slbhums check batk sty week
to see which of your fmoms anisls are !.upepmg the ghans

pret et Dnoomgs oochars - Y

T T e e

Top 20 singies far Moy 23 . USATODAY com

Top X singbee ... Sigh up 1 18cane our free Boolke e-newsleller and get the 1op news of

1he day in youl sk here for 3 st of the tap 20 slbums.
s prarc-ging e rie -

Austrafia - Curent Top 10 Singles -- HOW TQP 501
The hetlest top 10 top 20, top 0. tap 40 and top 50 songe in the Australian music chais
) num no# with commems. Top 20. 30 and 4D songs in Auslralia.

Sl §RENIFE I0T 34N it

vigt_Toptl_sioghis asp - 00
UK hAusic Charts | The Dffical UK Top 75 Singles Weak of Man 16
The Official UK Top 75 Singles Week of Mon 19 Moy ... Check ou! our |gtesd athum singles
and gig revews 1- 75 THIS WEEK LAST WEEK ARTIST SDNG -

¥ HRASN AN L, Fonle_mnasa Blme e D38k Tart ol g e

UK Singles Top 40 Top40-Chans com - 40 Top 20 & Top A0 tusic ..,

Top 40 Chans on Uk Singles Top 40 @ Topd(-Chas som prmdas music chads fom &l
- Dver the workd. ik US ¢ UK Albyms and Slnglus Bilboard \.han

topal -1 8%t LERss ¢ ke e

e T

I am using the search engine of google

RS Cmp hsnje—s Gl)qkﬁead\ KR R T i
Wb Mage; Gfuks Newe Scholar meree
O‘l JS[e top 20 singles Search | Siboms gz
‘Web lesults 1 10 of about 26,500,008 for top 20 shngtes (0,17 seconds)

9



@ C v D hitp e T C0 b ek Tt i, S

Do B Pk L et st - The UK. Tisp s Ses

Kadig 1 Home o

Listen Poxdcasia

Dt Shows

—

SChirdule -_—
{ Doyhoie
§ Danca Bography
F RochAnde

| Exparimeniat

Lepnts

| Hip Han « Rnf The Official UK Singles Chart : 14.10.2002

TW LW wian RATISTTIT P AT

Heww's
Messagetoards
Help

SEC Gaeck

BEC mrglurry

Lomact Us 3 v s

Lam this pagat

R 2.8 ol
hitp:fivwene bbe oo Uk fredhal Jrut

l1da Carr Vs Fedde Le Grand

Mark Ronson Ft Amy

PLEASE t4KE THIS BRIEF SURVEY.

g% UK Singles Top 40

UK Toudd 4 camgied oy Too0.chans com (Sees Dovsoeds & Amay)

Alout Yuu Now

2a Lotk e Thuek

Abowt

1 bnm.. b\:‘nhu.u.u;t;w.m.oe.

t n

Hl
w2

I found this information on http://top40-charts.com/chart.php?cid=25




15 Toup 20 Vide
._ - E nm:nm e wvmcirhmvr .

«‘.‘L &Mrvamwm rmvlrwmv-dms ALigt, ..

. Al B

Ehuamia: [LNEES St Hewrs LI Gaflhts

Top 2 Sag!

Top 20 SEums

Too 19 ledem Rod
Tracke

Hol R&BHp-Hap Singlas L™

‘;} 2 i

Biliboard Top 20 Singles, 10.04-10.12

AILLEDARD TOF 20 SINCLES. 10.04-10.12

1. Soulja Soy Telem "Crank That {Soulia Boy)”
7 &

FEnmluwes hilernet [xploies

A lvriin Muteh

m“ 3. Britney Spears “Gimms More”

W
k

EL .I'.fwml mtv (clm’wu&woﬂﬂd-'ls'i’z‘?
i) ks —————

Tid stan

I found this information on hgp:ffwww.mtv.com/musicf“éharts!

fall

5 The Ol Un haats © oy 0 TOR 100 51801 ES CHIREE ¥maln

6

WELEOME TG THE HOME OF

ARTS

COMPANY

THE OFFICIAL UK CHARTS:
THE ULTIATE DE STINATION FOR ALL
LI SIE & VIDED CHART MFORLATION

- T 100 ShNG LE S CHART = CHART W

Luat week

Done:

r 4. Timbaland " The Way | Are™

i.. 5. Fergie "Big Givds Des’t Cry”

VEupdanet

Arbat

SLGLELRES

IDASEHA E PESEE B
ERAND

RAARE RONEIH BT ahiT
WINERTUSE

GHETHE woarD

HIIREAR

Fiaph el TE * &

TP SERT - TIMBEERLAKE -

TesiBad BHD
SEah KIRESTON

FEET

AIZJTINE FZR 3.8

RS EST

ELVIE FREFLEY

4 starl ey . "_']r-wy.mn r...m i

1 found this information on htip://www. thcofﬁmalharts comftop40 singles.php

AATUT TAY NI

BT HE TriNe ABSUTAT

WALBRIE

HIT L RRHE JFF THAT S

ST T

GTSCRE LM A

HME THEAE SELIAH

a¥ D TECHANTLTOY

BEALTIF, 2MLG

a4

SWE& 2T LT rELY

PR TR

BEIS M DL

R

=g




Lo f_. Htp s chustsrgjes. rat]

O ChartSeges 1t o ot
-

Cront Muic

MUSIC NEWS

-

+
LR " )

MUSIC VIDECS

= -
agicnadd ‘5[ ver 1 MHh




HUE - S A .
Sk RE: D iokiece: Lres
Tahora view B IR D IREY.AS

thank you to you knois that sending attachments can spread viryuses|
From: $nan Rouce

Senk: 1§ Cirtahar AT 1

To: Rvan N

]

L e e

Subpect: Downloadable tunes

You wil: need these amtachement

St aePr e AT

S Local noanet + 1%~

Rens telol




MAaows

§ b ‘@ Forward X Delete
Y Junk () 3
& Drafts Task sheet

: Sent o weesgtmandi.comy)
& Deleted (21)3 912?:38

755 New g Reply g Reply ali

Manage folders 0 - rrasl T, doc (122.3 ¥E:

You will need this attachment for your next piece of work,

Mr .




This is a email that I have sent an attachment

£ Unlithod Hestaiy - Wkl Todiroel beplnosg

b e by Lol ad T o oo e et e PP ot i i i o | Bl anlnlwﬁ-Wf‘MU

asene b g k1 & -$ s Jtpem HM - &
41 :
wh !
dovnizadanls tonkt o e
Bt gy B g Ty @ IS Trer me ik tre,

Tahoraa hd

u may fing this use ful

- Local inacit R v
] Cabendar AR
4. Contacts L Tk Burgess HEEIL Thi Ll ...<3 Lzuroos (3...
o] Tasks . From losaph Twomey {85715,
. Senk 17 Qctober 2067 (0:04
.} bacuments Terdie toBof & Tl

furtan MAASOTL -

W&-;ﬂdmu wIPF, H&m

ioEhe Bt Yow Lol Pt !mh
PN Jd A 3 4L T

S -
T huyve racones an emal =y g ﬂwsmwdﬂﬂmstubiﬁ
ﬂﬂ—_l sttachmeri: s saved b L }

ERL A

{ Typm. thcrosalt Word Dotutment
1 Suze M KB
Date Mocihad: 0111112007 12:30




e Harmait
j Inbax » Send W2 Saue drafy
Junk %
Dirafts

. Sent
Daleted

Subjact: usefui website

Manage folders Show piar taxt

I Teday

Contacts
Enj Calendar
%o, what do
you think?

This is an email ive sent

LTk

-

A



Féx  £ck  View Favoreas  Tooks el

e an g sldde shi
Y Crdar ceints ondea __

File and Falder Tasks
) Pake a e foider
O Fabisk s Soider 1o the
wieh

Dther Places

gkl
..:j Mo Bt
5' My Cornputer

Print screen to prove I have saved this picture into my documents.
This picture was an attachment on the email that I received.

T4 windows Live

g Tnbox

» Send A Save drait

2k 3
N TH

A Crafts From: @..5!2
_f Samt [ 2y
B Delewed 3 rIoLuK
Marage foldars v ara
@ Today Subject Eyv: sseful image

wib PoAdackmeris @ ns S63S0FG emave file

i teal

Laf Calendar % W Fortstle- FootSze- B 7 U E B W SIS KR Roe— DAD

50, what da . R .
you think? & Mr S sent me animage for my presentaton You might ke btz

Fram:

Ta: b .com

Subece userul mags

Date: Mon, 11 Aug 2008 1C:00:54 +0000

I'va attached an image vol nmght find useful for your presentation.

Thanks

Mr

Make & mni
Print screen of the email that | have forwarded to two other people using cc.




You have to be careful with attachments because they could carry viruses.

Email is a major security problem, due to the fact that a lot of worms and Trojans are
using email to get into our computers.

While email attachments represent a useful addition to email functionality, as a way to
send files via email, they are also risky due 1o the fact that email attachments can
contain not just documents, but also binary attachments like executable files. Such
email attachments can be dangerous as they may contain worms and Trojans that can
immediately infect our computers, once opened by the unsuspecting user.

Task 3 AQ2
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Searching the Internet for information

| searched the internet using ASK for information on music downloads.
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_LTpary

The Official UK Chants {'Tnp A} of Gezat Britain from 1952 10 1he prasenl day plus
facta, utm misalc trivin, chart rules sod the new Oficial

woatchang e

bt parualive - Download: w2t IntD s le charts

You see hers: Hama » 2005 3 04 2 April 111h 2005 » Dewnloads maky i imlo
mldc durll mlo the UKCe musle chins [n o move soms

S NS I PO TTYTCY P BPP T P 1is.rI|

o [HERE AM TECHND TRAMCE HOLIE

EH W3 MUSIC
DOWHLOADS T EE CHARTS RADI) Fransiom s pasal o . L

| used the keywords music downloads AND charts, there are 12, 300, 000 results. This is also
lower than my original term because you are looking for your original term but it has to

include the second term as well.
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A "mupe downloads”  Ask.com Lik Wab

h Microceti Internet tuplarer

5 LA Oy

Marrow four fearch

Frea Mishe Downloads

Frae Musle [Downliars L=
Fiaiad vile

Cimpiate » Tree Mawie
Downloails

L Pres MUY Mushe Downlogits
Talaly Ties Music Downleads
LEgat Music Downloads
Csaaral Music Pawnlaads
Fray Skt Mushe Downloads
Crez Albur Music Dewoloads

LA

Fapand Your Search
Lirnganr s

i

- Warphous

M Tt

1mten Muslc | e

RS
Free tdove Downdoards
Ml Searc

Bzre 2

e start Wi

I then used the keywords “music downloads” in quotation marks, | got 57, 600, 000 results. |
got fewer results because when you use quotation marks, you are looking for the words

together.

vl | By [ Wove s
“rmasic downloads” m

[T

Praducts for musgic dewnloada'
Epeu Epson Phot Views F-3000 056

Mot rmbed £305.59
Mt bdedia Z1orage Yogwer i

Pri

Tren Zonzg Tear Downloads Sprvacedn, FenAL
Lws Trcks from Bloe Party, Cribe, Babyzhambles & othar Gonzo Atlsis
RTINS

blapeatar Mg Downoad
5 Milkior-+ full-iangth mueic tracke Try # now for Fresl

B N ET I IR I
Nzl Lot 22315

Arn ol A Knock O Niger? Fuind Ol By Taking Our Onding gz |

W BT TR

Musgle Ciovrry gl Saied forr your frae guedy 10 musie
dovmkaid sites
Riviaws misic dovwnivad siles, gng free sdwca on how to maka the most of
Imile downlosd sitws including informalion on how 1o download ..

s e+ s

s

L

B Sapslee ™ traa musle downloads
Enter tha fres sunic dewmlonde world + Download Blubster Nowl frae, sscure &
Fast PP Filg-Sharing Download muslc whils you chal with your

st Bhusite o B

MP3 Mosle Downioads - By MP3 Mugic Oniing - T itz
Muslc Downloads
MPT Mgl Do - MP3.com affare bnke to lngat digitel maslc dewmdoads
frorm & wide variely of sanicns. Buy MP3 misic onine kom your ...

EERUN R -

WD g e herie
their fae, and the manle Iovere and mdustry ingiders wha warnt to divcover ...

0 buraa

Kazeg i 4 complelady disirinied pase-to-peor fle sharing sarvics
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A musiv downloads OH charts  Ask.com UK Wehb Search - iicreselt Internel [zplorer
B vew hrotes  Tock  Heb

Qua - | W] 2, s reone § - a8
Skt v ] et sk

D.
Trrois | ot | Bt P
i dewnigads OF chan

Free il Rasome

£ Fasnuritg Snﬁ o Iha iTunay Slore.

b e

Aduhnes

g:h ule Ircks Try it now or Fresl

e b ad

ll Mar-ew Tour Search e 3l Dowrloads

i Free Musle Nnwnioai Ay ‘rnu A Kno:k of NQ.I? Find Gut By Taking Qur Onilne Quzl
] Fiee Masic Downloads 1 B

k

Uamcletaly Free basls
Driowailo acs

Frow WE2 Misle Dowidan s
Tutally Frop Music Downdoads

bz, b
MFa mluic dmlnld sile. 50 Fran MPI gonge with Frae I, Cownlosd snd buy
Iugal nursic onling Qualiy sudio kor sl MP3 playsrs. .

Leqgal Musle Downloads

iy -
Ulassicai Minske Downloads

Frea Shest Mishe Dnswnlaars P2 Mugic Downloads - By ME3 Musle Qulne - Thgital

Treb dlgiir Whsic Dowdloadbs Music Downloads

%P i Dewnlowids WP Wit Powialsads - MP2.com ofars inks 10 legel digisl sssic dewailoails

Pare »

idn varigly of enrvitan. Buy MP3 matrlc ondlne fam yow .

Fipand vour Tearch

e O Hapeter ook - Napeter Musle on Cemand

cowch Liwten ta wnd dewnload #a unlimiled smount of e Digcovar nmw nsde by
Ve g b cunnaclmq to uthu whn:nhm Enjey over X0 advart-fraa, .

wazan e et At e

Wene e

O Sinengser Music
MP3 porial with irformadion, news (and user commpnite), reviews, 3 Rearch angine
end legal MF3 dewmloads.

b Thgh ree =l

hen M Sre
HhE

nones

Fran Musw Downloads
3, Lnarioz

ke 2 : M Downloads - Dovenlcad Bi
7.

M L
‘Wippit - Birtlc Downleads: WMP3 Elaa, download tha lsdest MP3s or dig desp in our
cmlam bf MF‘B downlaad ciwamice for you iPod or MP3 pluyar.

Blesp - Drgital Downloil‘ imm an Eiwm th qually MP3 downlesds fiom
Danmin Wn bR Pl:nrdng; Hough Traga, Ed Benger, Rond, Ghomtly, ...

P

Feorr wnoknte. 2

In this search | entered the keywords music downloads OR charts. This time | got more than
my original search. | actually got 131, 400, 000 results. This is because the search engine is
looking for anything containing the first term or the second term. It doesn’t have to be both.
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T munic downloads NEH chatls  Ask.com UK Web Search  Microsnft internel twplarer

- , s Peows £ - o ‘;:_l ol

. Muslc Downloads Fiew s R
g | vt | Bl | e 5 Milian+ full-langth musle tracks Try o now lor Frast
muak dewnloads NOT chars et MAREIUECME S e e T

llegal Downloads

L';,’i._,_ - ) i Am You A Knock O Nigei? Find Out By Taking Ouwr Onlme Quiz!
F R A I
Fatow faur Search Fiew & vur Dewnloads
Free Wisle Duwnloads Livgr Trec] Blac Party, Critrs, Babyshamblun L other Gonzo Artisls
Frue Music Uownleads Lk Areen M0l 7 N
Cunilul=ly Free Musle
[ Mawiibeals

B vrele: et Linglal Music Downloads - Mot moraea
.. Up dignsl melc dewcionds ((Tunes mat coping with dermand, nmsle charn
baing changad lo aflact the nature of digital downle sds) bl

Zean SIFT Mesic Do a:ls
Tdu"y Free Wualc Fownlaads
~rigni Muslc Duwenbodds

R R LT ELU i R FYTURPITITIA Pt FATES
Ciwas 2ul Muzle Downloads
Free Sheel Muic Duwnloads Mot thee Jawses ME2 Downloade - Mot he_kone i Music
Free &lburn Mirslc ownloads Downloads -
I Misle Duwnloads Mot 1he Jonesea MF2 Dawnloads - MP3.com ofers legal Mot the Joneses mrsic
(ST downloade ma wall 23 sl of your feore Not 1he Jorkees nieslc sideos.
L R T
! Expand Yow Search
e @ Mot Breatting M7 2 Downfaads - Not Breath ng Musle
\ cteeh inads - Mot
angheus Net Bresthing MP3 Dawnleady - MP3 com offure legal Mot Breathing mimic
N o ' download vz well ez ol of ’nul\‘mnll Nt Bteathang tusslc wleos.
il -l B X EFRNIT LT AT e
T Marg Res. 15, ‘IQL[ L IS L L
Liztzi Mumsie Cice
bt o - SR e tnnadie rae L myshe
llunas downioads
Free have Nownloads DiMugic - ihe aldwist nat- for independert musinng and nosdec fos. Fasturee &

BEoE s tlmng tupponm community, fnn rember pagae, frea kagal mp3 .,

At Do e b G F0LT

2 Musiz Downloads Mot [Hsft Arisreans Say
The moxt i e, devak and Ininds with umuhtﬁd
ansdysis and commentary. Cmgl incluteg hardwamn, softwars,

L Rl L T I L L LRI S PR P (P

&l Ardroa b sune! PG Music Dewnloads  Covriuer] Mot

i an_ard Lvhat

Gt afl Andrea Esquivel musle downloads on Net Forsaken. Buy AP Tracks Naw

LAy KN G0 anl drmaalaad thaa 1 wimee wlgiini e demimba i . hd

This was my last search. | entered the words music downloads NOT ringtones and | got
4, 093, 000 results. This is much lower because | am searching for the first term but it cannot

contain the second term at all. The search engine has to only include all the websites found
that do not contain the second term.

SQ g@rg\_(l
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Using the Internet to search for Downloads

Womew dewwnlimls Laswgie Sean b

E  Wew  Favates Took Help

i rasolt tokerinet Enplorer

Akl o Aeitdaclcternd

Sk - - DD Q] Yo Gyt P G | B- @ @ - (=

| pe [

Wab rgnes dent

GO { nge [music downloads

Semch

o =

Sufuingsg Geast

Ersiparces

Mugic Downloads Penod
MusicDownloadahPis com
Mo download feea.

Muzic Downloads
Rea M sl chow. com
Foex

Agcess unlimited mwelc & more. A5l Lagat. Mg Download

Zres: WMPE music downloads ; Free Music Downloads - h@
Down!oads

WF3s from thousands of artists.
musde anwenlnag o s Tk -7 Sep M0

Al - +1Tangs
The best iukebox and # muslc downl

iTunas B.

Fest Gownlaads Easy Set-Up, Unlimited Accass,

Downlosd.com Music is Your souice for lsgal end fran MF3 downlopds, Download

- Impart vour CDs and

h en. {D.10 o

;.

oz cred |inks

Wab Resuits 1. 18 of sbout 1,050.000,000 for pusic downioady with Saf
Free Musle Downloads Sponsered Links

Muskchlow com  Unlimitad Accows. Na download fees. Downlowd MP3 Music Fant

& Easy.

Linl msited Musle Pownlaads
Al Your Favonte Anists, All New
Releases, Only $0.49/Mo, Bumn CO's
FazasafGald Mugic cam
Music Covnlgac - Veanitg
Do Mot Pay For Any Muwic Downioad
Service Unlil ¥ou Read Thie
Cansuner Guies “n

MNapster Frae Tl

Plick your fwourita songs o over
2 million 1racks - Try it for feel
W MEDEER &0k

Music Downloads

Fmd Tutauy Frn ludc Dawnloade

|

] 0o to Musiow.cam

alt-t| ﬂm&-ﬂ - Macrosnlt W.., "@JM dovwnioads - Go—.

i —.

1527

I typed into the internet search ‘music downloads’ there was 1,050,000,000 hits

[+ TN = ,"] v Pt R e - i3
ke i i A W Y i  Bor e
Zqms
Web upey oert Spey b e v
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In this search I typed in the internet search “music downloads” in speech marks

there was 570,000,000 hits
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Useful websites

WHEC Radio | Chasl MicrossM Infotrct Laplarer

Soissor Fistars —— i
1 Cont Feel Like Dansn * Chat Home
(Poirder)
L it - il Too 40 Sirmles Crat
- Glluang
2 1 o0 B Justin Timberlake ~ Diawnicads
Samvback * Lofholabony
el (o | Huic VRE
MR L e T A
- Dancw snolas | alums
Rodh ol dems
Fergie Incle rpaing | sl
lonekan Brdge > Ao pinnkes | abaama
[
'k-blachnvedoaay com
bt Fa) biliw B azer
" Medsangboand
B ncly Furtado FE Timbaland * X ardl Joal's Daony iy
Promiseunus
{aettan
hito.f it cams oo
on tha wab :
Klllers * 1437 OuRK 35 ki
whar You wWars Youig * i A0 O s
(VarHgel - i
e,
Robbiz Willains on the b
Rucabok .
[Chrea sk Ul
htte St ey, ok bendam corms Clwnck out alithe o277
wagdond Marhin  F
L U Shakira FLwycle! Jean Inn of the Pans .
b ,;;i Hips Dan Lin Intarepws, v
(loneh s, pd BAZZOE
LoENSTTAT.E TR :)) 2
¢ ® [T T Snow pavel e
Chasing Cara i
o s g atal e md
>

Tha cutiong #c08
L L L - The Feeling ; 6—.,

URL: http://www.bbc.co.uk/radio1/chart/top40

Date Accessed: 18" September
Wednesday 18™ September 2006

The website is very useful you can look through the UK SINGLES
CHART and look through the top singles from numbers 1-40.

| think this website is very reliable because BBC is a very good
company who are reliable and have a good website to show this.
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AtilMboard cone Lharie w1 MR Lo d ampilabson Al W gasolt Inberner | [TLTET

Bt an Fewtm Tom b y .l"'
Qwe . 8 L e e SRR I Y
el L s "tk I —, -!e L
-
Top Compilation Albtims Bilbod radio
— ﬁ""lmm - "
e — L e TR o e e . R i
The L Arbink e Pl e ml,-_lum
- e a4 e 1 et e it
i it
® g S;‘ :nn :h
S - E e =
" ®& 5y _:..:'.. o
I'n
@@ T L *0j
LN
! :3:":"; prnty ® 6 g _":... woe
1 4 S bresants. Ged Hast (O ER AN S

Walwond | Le2aae

b Muree R T | 3WiY

T Famous ArieLs F=] a2
" Crareprmanss 4! Misic Stars Bueg Diptey . Thmr @ & i -
Wayl 2 "

URL:http://www.billboard.com/charts
Date Accessed: 18" September
Wednesday 18™ September

The website is very useful it shows the Top Compilation
Charts. It also shows the Compilation Charts numbers 1-
10.

This website is relable

v
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Useful Websites

1. www.hmv.co.uk

2. www,whsmith.co.uk

3. www.apple.com/

4. www.itunes.co.uk

5. www.jamstar.co.uk

6. www.kev103.co.uk

7. www.tesco.co.uk

8. www.galaxyl105.co.uk

9. www.ilovemusic.com

10. www.coolmusic.com

19/10/06

01/09/06

08/10/06

05/11/06

21/1H/06

30/10/06

15/09/06

03/10/06

22/09/06

10/11/06

;;;" .’.' -~ .
J AN
~
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Adding WebPages to Favourites

| 2 Organize Favorites

F To create a new folder, click on tha Craate = Link
Folder button. To rename of delete an — Links
item, select the kem and ciick Rename or o) new releases chast
slate,
. Delets ) top 40 singles chart
! [ Bename | Common Pupi Favourites
[ Move to Folder... | | Delete | &) MSN.com
1 s ) Radio Staharm G.wde
1 [|Favoritss Folder __ top 40 compilation charts
Modified:
14./09/2006 14:54

I have added these three folders in my favourites to save my websites and
also make it easier to access them to view the sites.

2k The Official UK Charts Company : TOP 40 DOWNLOADS CHART - Microsoft Internet Explorer
Edt  View Favorkes Tools Help

Qi Q- H@A i s
Address [e_’] ‘I'l_ttp:ﬁmw.tl‘ef)_fl’_l_ddﬁarts.oorﬁ.ftomn_duwrb_ad-s.pﬁp o -
Favorkes . x
% Add.., [B Organize...
_Links
) hew releases chart
—Jtop 40 compilation charts
{0 B3C - Radio 1 - Compilation Abums
) Ths Official LK Charts Company TOP 40 ALBUMS CHART
) The OFficial LK Charts Compary TOP 40 DOWRLOADS CHART
) top 40 singles chart
Common Pupil Favourkes
ZIMN.com

I have put three WebPages in my favourites with the name of the website
which you can access easily.

.-



Tutor Withess Statement — Email

mz Send, receive, reply and forward emails

'CANDIDATE NAME

I can confirm that the candidate has sent, received, replied and forwarded

¢ email, although the final step from the screen prints have been missed by

| the candidate. All the candidates used bcc to me as the assessor so that
i+ -1 this evidence could be shown electronically to the moderator during the

L visit,

| can also confirm that | checked all emails to make sure they contained a
: subject line and at least some message text, Unfortunately some of this
i candidate’s screen prints were taken too early and do not show this.

both AO1 and AO2.

SSESSOR SIGNATURE: DATE:

Witness Statement — Issued January 2008

1 In future, we will ensure that the candidates show the final steps throughout

(03
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Saving an attachment

W MEH I Imai Miestage  Wicrasadl niwenel Daplorer .
BN Ve Favokis  Toos Heb *

Quw- o @ ., we wew@ -8 @3
ks, | ) Wit e b 12 hoimad g o AL

Pume Mp bt Helonel  Shegpaeg Shaey o Hemde BLraopes

Salford City Council Surfing IN Salford

msn - Hotmail tolay Ml e ot
[ S T TR

.gm||3>l\dr_a||_o_rq-nl_xnuiﬂaﬂl,‘!punmdabmmlumqﬁu__ o

7T % D |

eom | i wowilt atiteaode | fftholraek cu b
Sart ! 02 October 2004 19:21:36
Ta: Terwewuew-Ofiehakmal 0. b,

o tachman ; TouMrorr it toc (02 MY

Fotmell if wvaiving - kst or of thee Rrst b bry the s geas we™ Mo Pere

I I ' PSR ALLIN-ONE
e

LA TN

CAMERA

FREE

LikE RENTAL
FE

wsave

I have received an email with an attachment which I need to open and
save in my file.

A MM taimal Gownkeai Ailachment Wit Inlenael Duplores

Nk h ot Gl e Ry . Fropb 1 e Mg Okt

Salford City Councit

sl

msn - Hotmall Tl M Cdenbr T
(g ANLa Dl

-

i
o e il

Feacne ol Hir Tl Lbnubrarticual e
wlind TP al e wedeng be oo e eyt el e

i o R M v P . el PP
o mare %o lel vt b Lo AN baalaes dded secuwly

Proweed ¥y £, TTNT

Hire ety ! Bl weanh Shaigeien Sy | P B Ldigs
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I opened the file and checked that the attachment had no viruses. There
were no viruses found so am I going to save it in AQ2.

" dakYemmiructnes1] - Sbcrog: Woed e m X
Fepe 5 Qutctonfon e w X

TOr 88 Bov beet Pymd Dk o M i
P . d - TR =L IEE TR 1 Seimddaidioia LA Y L LML L

IENTNEF ERSE EEETENES R SRR CNEY T T TR TR Rt SRS R SR S L TR R R O Lk - EREE RRY )

Task 3 mstuchuns
Task 3

Chtaln a number of copyright free text and graphic{s) which can be used In the news|etter, Tha text/graphica cbtained muat be “legal, decent and
horst”.

&) Provide scresnshots and an explanation to show how the text/oraphice comply with lagisistion

To do g you need to; e
Sawe An i
1) Start 8 new documers with A hescer and S
2} Winto & bneof descnpbon of whet copyngr. .

3} Find apece o copynght fres Lt on the ] bu cen also do this for a copyright frea image]

1%

I}

43 éimmls teatimage into your folder o uy
5} WWnia a short swrmeny saying that if st -

e

E 4

e

¥

-0

LRI RN . »

"_.I S-Iaﬂ' b T TS TRAI

e
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Forwarding an E-mail

X WMSH Holmail | orward  Micrasali Internet bxplorer
Edt  vew Favorkes Took Hep

Qoo ) )@ 4 s fooaw @ - & ol

Home | My MaM | Hotioad | shoppaoy § Meoey  Prophe B Lroups

man.co.uh

msn - HOtmalt ) Tindoy  Mad Taleawly Lontaols
131 ALl N vl
(35 | CASwaprah | @ Machv | ¢ i MdTooew (Canel

o [k whzeghomacon SR <

>
L

U —

—
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Replying to an Email

Home My MiN - lotnaal | shoppaiy | Money  Frophc b Grooes m

LEETLN o

msn - Hotmail . Today  Mal kool ok

[ETen EL T

L3 5end | [ Save Seak Mtachw | ¢ &) el Togis v | 01 Canenl

T madsiOGhotnal.couk T W
e T B ) ;
1}
!
St {RE: Task 3 ostmaciors - oo ot colobe i ;
4 2 A Peragraph FontSwlev Fantess B 7 U (E B W
= PP -4 A g
-~
e miss | have recaved your smal, v
Jumat Crwan LCT x
From: “mahe woook” cumaatf Ofvioomal oo, 1 s
To: jou.canatWioinat co.ik, SAPoimal co.:8, DAk A5 gotmal oo, o hodmad ooy
tacey-S2gnhotmal ram, ol tmal cow, San.oh piy
Vil i . ‘*MMWM L O, v ' *
v0,uk, oo, cua ANt 0.k, Back cla 2ot o, ok,
Dibenatity .k, i mptieniotnal 0.k, Nck_sthAoeoimal com, w
(O copr Messae to Sari Poder

Hnme My st Dbl Search | shopping 1 Moiey | Peaple & Groups

L I N L R T B
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Sending a email as high priority

Edt Vew Favobes Tooh Halp
[ P

Om-e-lﬂ@ ial o Seah Fewcres €2 ¢ 3v
fress [} hep:ifby 1970 by 15, hotmal.sen.corogh iy o McirmbozsH000000 | .
Home ™y M54 | Hotmml | Shoppenn : Money | Frople & Daogs L_‘]:_‘p‘-‘-"- e

LT RN

"HDtl"I"Iaﬂ ) linbay Mask [ dersbor Londats

[PRIRTY PR

- med | (5o orak | 6 Atach v

(7] 8 L0 Toole » | i3 Concel

e . ST, Jack,

S hunas. ooenuaed

- wocds, miss
e . h|
St by e gt ovmfros ity
& 4a A | PeeomwhT Fomt St Fomt Soe -
EzEX|- *A U
1o ks woncs | am wiiting to corfiom that we aw doing a by one get one froe offer on

Show id £t Favorkes

] oty Murstngye e Sork Fokir

I have sent this email to contacts in my address book. I have sent this as high
priority which means it is more important and it should get there quicker to my
contacts.

;
LS
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Creating An Address Book

W MSN Hotmail - New Contact - Micrasoft Internet Explores

Edt  Wiew Favortes Tools Help

Q- J A L - search - Favorkes

address |4 hitp:{fby1 SFd.bay15. hotmal msn. comjcgi-binMalfr=hitp o 3a%2
Home | My MSN | Hotmatl | Shopping | Money | Praple & Group

men.couk

msn. = Hotmail T today ™

amese Fhustral co.ub 4 Massenger: Failed

ﬁ*m: |hs:_—__ . e e l
voens: ok ]
R n
o Tin: Quicknamas maks addrassing mateages easy
MSNaddess:  msmwoodstoghotmalok
Dmmmmm
Contacts with a Microsoft Passport o-mal addrass can akso
be used 25 #n MSN Messenger contact.
Fayorte (] Mark this contact as & favorits

Home | My MSN | Hatmail | Search | shapping | Money | Peaplg

1E0 2000 Fhoeosobt TERMS CF 156 TRSTA Appbaved Brvacy Statement Snh-5

I have set up an address book to save useful email addresses. I did this by

clicking on new contact and then I added the information e.g. first name

then I clicked on save.

vt kbt o v e 3t Mt st

r o

smith, jack
tunes, downlgad
woods, miss

Show Al Edit Favorites

I then saved them to my Favourite Contacts so [
can access them easily.
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The Dangers of opening an email attachment
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I have sent an email to my teacher. I have used the addresses in my address book.
I have cc this to my friend cc means carbon copy so she will receive the same email.
I have bee this to downloadable tunes.

Bcc means blind carbon copy which means the other people do not know I have sent
this.
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Copyright

Copyright is a set of exclusive rights regulating the use of a
particular expression of an idea or information. At its most
general, it is literally "the right to copy" an original creation. In
most cases, these rights are of limited duration. The symbol for
copyright is ©, and in some jurisdictions may alternatively be
written as either (¢) or (C).

(Source: http://en.wikipedia.org/wiki/Copyright)

If I wanted to use this in my newsletter I can because all images
are free from copyright this means I won’t have to ask
permission from the owner.
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ABBC OneMusic How ro.... Dawnload [page 1) Microsell [nlernel Faplorer

Edt  View Faeorten  Took  Help

Qs o @ oo om0 e 4 - 3
e | ) hitp: oot 60, uiacha fomermusicstartingoufdovrioadpd . chixd

LT LS [YENTH)

S
e 01 Top 5 Downloading Tlps
Startng Out
FPecoring .
Pot forming Lve
Bhng .

Everyare's talking about downlcading at the momant,
but, fir thosa of you who are naw to it things can by
a bit daunting,

Wimg

Digita audm

.Instriburan
Pramaten
Mamagament

So, ta halp you sut walll ba creating an in depth guide
1o the world of downlaads and it ba anling soon. For
now, te give you a ittie taster, we've put togethar
the top & best tips for peopia naw ta downlaads:

1. Bafore you decids which download sarvice to use,
browse the major sites to ses which has the right
songs for you, Most of them will alow you ta earch
their catalsgus of songs without signing up.

2. If you have 3 portable MPJ playar, make sure that it
is compatible with your chosen download sita.

M on 1Xtre 3. Try before you buy, Most of tha sites offer short
clios af songs ta hsten to before you downkoad.

4. For best results use a broadband connection such
s cahla or DSL. Downloading an audio fila on a dial-up
connection can take hours.

5. There are lots of songs by new unsigned artists
2vailable for fres download in Unsigneg

MNext page
(3] Mo,

I looked on the BBC website and saw these downloading tips
and I thought that they would be useful for my newsletter but if
I ' wanted to use this I would have to ask the BBC for permission
because it has copyright. ,
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Sending an email with an attachment

To send an email with an attachment. I first clicked on new message
and put in the subject name.

msn.co.uk

mS" ‘ HOtmall .- | Today : Contacts

0S@hokmail.co.uk

Tos e CMF

Copy Message to Sent Folder
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N MSN I lotmail - Aftach File - Microsofi Internet [xplorer
Ecdt  view Favorites Tools Heip

@Bﬁ:k T \a L% h /-Is"":h 1 Favorkes

Ackh 25 ') http/fbyL5Fd bay1S hotmal. men.comjcg-binjattach
tinmwe | My MYN | Hotmd | Shopping | Money | People & Group

man.co.uk —

msn - Hotmail T todey M

Click Browse to sabkact the fils, or type the path to tha fls in the box
below.

Find Flle: vi\ocriunt2iac iCraating Folders and sub Foldel [ Browss. )
Current attachments for the message “sonding an sttachment™

Motice: Altachments are automatically scanned For
virusas Lsing Trend Mikra products @IE!'}"

Disclabmer: The TrandMicro.om virus scanner may not be able to detect
all known viruses and variants. Flease by sware that there is 8 risk nvolved
whanever downlosding o-mal | s to your computer and that, as
provided In the TERMS OF USE, Microsoft is not rasponsible For any
damages causad by your decision bo do 5o,

Then I attached my task 1 work to send to niy teacher.
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Bee:
Artachments: Creaong Folders and cub Folders, doo(0. D8 MB)

L] Copw Message to Sent Folde

I then attached the file and sent it to the teacher

I am also going to send two other attachments to my teacher the file I
am going to send is using the internet to search for downloads and
useful websites as shown below.




Home | My MSN | Hotma | Shopping | Manry | Prople & Lroups m
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msn - Hotmail -
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This shows the attached file to my email which I will send to my
teacher.
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The Dangers of opening an email attachment
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I have sent an email to my teacher. I have used the addresses in my address book.
[ have cc this to my friend cc means carbon copy so she will receive the same email.
[ have bee this to downloadable tunes.

Bee means blind carbon copy which means the other people do not know I have sent
this.

To stop viruses you need to follow these rules-

1. Only open emails of people you know. . \‘JJJ
2. Always use the virus scanner attached to the email. P {}y o
3. Discard any viruses immediately. Jl =N O\ AL
4. Save attachment itable pl S IR U
. Save attachments to a suitable place. / o IR
/ "\\ - o \vl.\‘_
NGO N\
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Creating a signature

In my email account, I made an email and created a signature and I have
saved it here.
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Mote:
richrtwack Formatiing ko

Personal Signature ad
ot e g gy
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=" James Owen LCT <°f
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This signature will be on the bottom of all the emails that [ send.





