Name:

Candidate number:

Functional Skills Assessment – Unit 2 Section B

Internet & Email Skills

Scenario: Holiday

Imagine that your family intends to take a holiday in Spain, for one week this August.  It could be a package holiday or involve separate flights with hotel or apartment.  They have a budget of £500 per person.

They have asked you to carry out some research and make a recommendation for them.  You should use the Internet to find at least two different options within the price range.

You should email details of these options to your friends and/or family.  Upon receiving their replies, you should make a final recommendation to them.

Getting started

1. Save this evidence file into your user area as FS Unit 2 Part B - (Your name).doc
· For example: FS Unit 2 Part B - John Smith.doc
2. Type your name and candidate number in the header.

3. Follow the instructions below and, when told, add screen shots to your document.  Note that the boxes will expand when you type text or add screen shots into them.  You do not need to annotate the screen shots.  Most of the tasks are Level 1.  Any tasks that are at Level 2 are clearly labelled.

Evidence of Internet skills

1. Select a web browser and enter the web address of a suitable holiday company.  Paste a screen shot into the box below… 
Evidence of entering a web address

	


2. Type a list of key words that you might use to search for suitable holidays.  Show where you might use quotation marks when using some of these key words.

Key words I might use when searching for the holiday, showing where I might use quotation marks
	


3. Select a search engine.  Use your key words and, where appropriate, quotation marks to search for suitable holidays.  Paste screen shots into the box below (more than one screen shot might be needed)…

Evidence of searching using key words and quotation marks
	


Additional task for Level 2: Add a screen shot to show that you have used multiple criteria in your searches…

Evidence of searching using multiple search criteria
	


Additional task for Level 2: Add a screen shot to show that you have used AND criteria in your searches…

Evidence of searching using AND search criteria
	


Additional task for Level 2: Add a screen shot to show that you have used OR criteria in your searches…

Evidence of searching using OR search criteria
	


Additional task for Level 2: Add a screen shot to show that you have used wildcard (*) criteria in your searches…

Evidence of searching using wildcard search criteria
	


4. From your results, choose a suitable holiday website.  Make sure that the one you choose allows you to search in more detail.  Paste a screen shot into the box below…

Searching within results (Part 1) - Evidence of selecting a suitable website
	


Additional task for Level 2: Write a paragraph to explain why you chose the website from the ones selected by the search engine.  What made it a more suitable choice than the others?

Evaluating information by using discrimination in selecting information
	


5. Using your chosen website, refine the search to select a particular type of hotel or other accommodation.  Paste a screen shot into the box below…

Searching within results (Part 2) - Evidence of refining the search
	


6. Modify your search to show that you have selected a holiday between certain dates (for one week in August this year).  Using your chosen website, refine the search to select a particular type of hotel or other accommodation.  Paste a screen shot into the box below…

Using relational operators
	


7. Write a paragraph, using full sentences, to evaluate the information found.  You will need to consider…

· How legitimate does the website look?  How do you know this?

· Why has the organisation put the information on their website?

· How relevant is the information that you have found?  Explain why.

· Does the information seem biased in any way?  If so, then how?

Evidence of evaluating information
	


8. Find at least two examples of suitable holidays for your family.  Remember that they intend to take a holiday in Spain, for one week this August.  It could be a package holiday or involve separate flights with hotel or apartment.  They have a budget of £500 per person.

Bookmark the pages found for each of the suitable holidays (save to Favourites).  Add a screen shot showing the bookmarks…

Evidence of using bookmarks
	


Evidence of Email skills

1. Load an email application.  Create a new email to inform your family of two or more holiday options that you have found.  You will need to set up the email as follows…

· Email must be to your friend: friend@whitbycc.co.uk
· Email must be carbon copied to your parents: parents@whitbycc.co.uk
· Email must be blind carbon copied to your other friend: otherfriend@whitbycc.co.uk
· Don’t forget to add a suitable heading for the email in the subject field.

· Don’t forget to add a message saying which holidays might be suitable.

Paste a screen shot of the email, before it is sent, into the box below… 
Screen shot of the email before it has been sent

	


2. Wait for your replies and read the emails when they arrive.

· Reply to one of your emails. Paste a screen shot of the reply email, before it is sent, into the box below… 
Screen shot of the reply email before it has been sent

	


· Forward one of your emails to another recipient. Paste a screen shot of your forwarded email, before it is sent, into the box below… 
Screen shot of the forwarded email before it has been sent

	


3. Open the attachment that has been sent to you from friend@whitbycc.co.uk.  Save the attached file in your user area.  Now send an email to parents@whitbycc.co.uk with the file attached.

· Paste a screen shot showing evidence that you have attached the file to the email. 
Screen shot showing evidence of attaching a file to an email

	


4. Add a screen shot to show evidence that you can search for an email address in your contact list.

Screen shot showing evidence of searching for an email address in my contact list

	


5. Add screen shots to show evidence that you can add, edit and delete contacts from your contact list.

Screen shot to show that I can add a contact to my contact list

	


Screen shot to show that I can edit a contact from my contact list

	


Screen shot to show that I can delete a contact from my contact list

	


Additional tasks for Level 2: Add screen shots to show evidence that you can create, use and maintain personal email folders (eg: email folder named Holiday 2009).

Screen shots to show that I can create, use and maintain personal email folders

	


Additional task for Level 2: Add a screen shot to show evidence that you can delete an email that is no longer needed.

Screen shot to show that I can delete an email that is no longer needed

	


6. Finally, after checking your work, print this out and give it to your teacher to assess.

For teacher use only (Please circle)…

	All level 1 skills awarded?
	Y  /  N

	0 ticks
	0 marks

	1-2 ticks
	1 mark

	3-4 ticks
	2 marks

	5-6 ticks
	3 marks
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