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Title: Using E-mail. 

Level: 1 

Credit value: 2 

GLH: 18 

Unique 
Reference 
Number: 

 
T/618/2891 

 
Sector 
Subject Area: 

 
 
15.2 Administration 
 
 

Aim: The aim of this unit is to provide learners with the skills and knowledge to 
be able to understand how to compose, send, receive and respond to 
straightforward or routine e-mails and attachments using e-mail 
application tools and techniques. 

Assessment 
Type: 

Assessment of this unit will be through the completion of a mandatory 
internally set and internally assessed portfolio of evidence. 

 

Learning outcomes 

The learner will: 

1. Be able to understand how to use e-mail applications and techniques to compose 
and send messages. 

Delivery content:  

The aim of this learning outcome is to provide the learners with the knowledge and skills 

to understand how to use e-mail applications and techniques to compose and send 

messages. 

 

The learner must: 

1.1 Use e-mail applications to compose and format e-mail messages.  

1.2 Attach files to e-mail messages. 

1.3 Use an address book to store and retrieve contact information. 

1.4 Check draft e-mail messages. 

1.5 Send e-mail messages. 

2. Be able to understand how to deal with incoming e-mail appropriately. 

Delivery content: 

The aim of this learning outcome is to provide the learners with the knowledge and skills 

to understand how to deal with incoming e-mail appropriately. 
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The learner must: 

2.1 Use e-mail guidelines and procedures. 

2.2 Determine when and how to respond to e-mail messages. 

2.3 Read and respond to e-mail messages appropriately. 

2.4 Identify what messages to delete and when to do so. 

2.5 Organise and store e-mail messages appropriately. 

3.    Be able to understand how to stay safe and respond to common problems when 
using e-mail. 

Delivery content: 

The aim of this learning outcome is to provide the learners with the knowledge and skills 

to be able to understand how to stay safe and respond to common problems when using 

e-mail. 

The learner must: 

3.1 Describe where to get expert advice to solve a problem. 

3.2 Identify how to stay safe and respect others when using e-mail.  

 

 

Scope of Training 

 
The Scope of Training identifies areas that must be covered during the delivery of this 

unit. This is the minimum that is expected but tutors are expected to include other areas, 

knowledge of which will benefit their learners, based on location, types of work available 

and from the tutors own professional experience. 

 

 

Requirements 

1.1 e-mail applications. Could include but not limited to: 

• Microsoft Outlook. 

• Gmail. 

• Apple Mail. 

• Yahoo Mail. 

• AOL Mail. 

 

2.1 e-mail guidelines and 
procedures. 

Could include but is not limited to: 

• Use a professional tone. 

• Write clear subject lines. 

• Use proper formatting. 

• Check grammar and spelling. 

• Be concise. 

• Use appropriate greetings and closings. 
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• Reply promptly. 

• Follow security protocols. 

3.1 Where to get expert 
advice to solve a 
problem. 

Could include but is not limited to: 

• IT support teams. 

• Email service providers. 

• Company email policies and guidelines. 

• Colleagues and managers. 
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