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Instruction Sheet for the Candidate 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	7.  Manage Email using outlook

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name______________________________________________________

Registration/Roll Number_______________________________________

	Guidance for Candidate 

	To meet this standard, you are required to complete the following within 01 Hrs. time frame (for practical demonstration & assessment):
· Create email account on MS outlook
· Apply security and encryption 	
· Backup and Restore mails

	Time:  3 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 

	Minimum Evidence Required
	1. Create email account on MS outlook.	
· Create email account and login.
· Compose mail as per requirements.
· Apply attachments as per requirements.
· Send mail as per requirements.
· Receive mail as per requirements.
· View received mail.
· Forward mail as per requirements.
· Arrange mails in folders as per requirements.
· Delete unwanted mail as per requirements.
· Manage archive mails as per requirements.
· Save mails locally or Cloud as per requirements. 
2. Apply security and encryption 	
· Apply built-in filters to unwanted mails as per requirements.
· Mark legitimate mail as Not Junk as per requirements.
· Report spam mail.
· Apply digital signature to verify authenticity as per requirements.
3. Backup and Restore mails	
· Take backup of outlook account.
· Restore mails from backup as per requirements.





Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	7.  Manage Email using outlook

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Create email account on MS outlook
· Apply security and encryption 	
· Backup and Restore mails


I can……………….
	Performance Criteria
	Yes
	No
	Remarks

	1. Create email account and login.
	
	
	

	2. Compose mail as per requirements.
	
	
	

	3. Apply attachments as per requirements.
	
	
	

	4. Send mail as per requirements.
	
	
	

	5. Receive mail as per requirements.
	
	
	

	6. View received mail.
	
	
	

	7. Forward mail as per requirements.
	
	
	

	8. Arrange mails in folders as per requirements.
	
	
	

	9. Delete unwanted mail as per requirements.
	
	
	

	10. Manage archive mails as per requirements.
	
	
	

	11. Save mails locally or Cloud as per requirements. 
	
	
	

	12. Apply built-in filters to unwanted mails as per requirements.
	
	
	

	13. Mark legitimate mail as Not Junk as per requirements.
	
	
	

	14. Report spam mail.
	
	
	

	15. Apply digital signature to verify authenticity as per requirements.
	
	
	

	16. Take backup of outlook account.
	
	
	

	17. Restore mails from backup as per requirements.
	
	
	



Candidate’s Signature__________________ Assessor’s Signature____________________

Date: _______________________________
Assessors Judgment Guide 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	7.  Manage Email using outlook

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: ______________________________________________________________

Registration/Roll Number: ______________________ Signature: _______________

	Assessment Outcome
	

COMPETENT                                         NOT YET COMPETENT    

Name of the Assessor________________________________________________ 

Assessor’s code: ____________________________________________________

Signature: ________________________________





	Assessment Summary (to be filled by the assessor)

	Activity
	Method
	Result

	Nature of Activity 
	Written
	Oral
	Observation 
	Portfolio
	Role Play
	Competent
	Not Yet Competent

	Practical Skill Demonstration
	
	   
	
	
	
	
	

	Knowledge Assessment 
	
	
	
	
	
	
	

	Other Requirement
	
	
	
	
	
	
	


Observation Checklist
	Assessment Task

	· Create email account on MS outlook
· Apply security and encryption 	
· Backup and Restore mails

	During the practical assessment, candidate demonstrated the following:
	Yes
	No
	Remarks

	1. 
	Created email account and login.
	
	
	

	2. 
	Composed mail as per requirements.
	
	
	

	3. 
	Applied attachments as per requirements.
	
	
	

	4. 
	Sent mail as per requirements.
	
	
	

	5. 
	Received mail as per requirements.
	
	
	

	6. 
	Viewed received mail.
	
	
	

	7. 
	Forwarded mail as per requirements.
	
	
	

	8. 
	Arranged mails in folders as per requirements.
	
	
	

	9. 
	Deleted unwanted mail as per requirements.
	
	
	

	10. 
	Managed archive mails as per requirements.
	
	
	

	11. 
	Saved mails locally or Cloud as per requirements. 
	
	
	

	12. 
	Applied built-in filters to unwanted mails as per requirements.
	
	
	

	13. 
	Marked legitimate mail as Not Junk as per requirements.
	
	
	

	14. 
	Reported spam mail.
	
	
	

	15. 
	Applied digital signature to verify authenticity as per requirements.
	
	
	

	16. 
	Took backup of outlook account.
	
	
	

	17. 
	Restored mails from backup as per requirements.
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	7.  Manage Email using outlook

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: ______________________________________________________________

Registration/Roll Number: _________________   Candidate Signature: ___________

	Assessment Outcome
	

COMPETENT                                        NOT YET COMPETENT    

Name of the Assessor: ________________________________________________ 

Assessor’s code: ____________________________________________________

Signature of the Assessor: _______________________



	Candidate’s response is not required to be identical, but similar concepts and/or keywords must be used. Oral questioning may be used to clarify candidate understanding of topic and its application.



	Questions (Candidate confidently answered questions correctly and demonstrated understanding of the topics and their application)
	Satisfactory
	Not Satisfactory

	1. 
	What information is typically required to create an email account in MS Outlook?
	
	

	2. 
	
	
	

	3. 
	What is the purpose of specifying the account type (IMAP or POP) during the setup process?
	
	

	4. 
	
	
	

	5. 
	What is S/MIME, and how does it enhance email security in MS Outlook?
	
	

	a. 
	
	
	

	6. 
	What is the primary purpose of backing up emails in MS Outlook?
	
	

	7. 
	
	
	

	8. 
	In MS Outlook, what is the significance of the PST file when it comes to email backups?
	
	

	9. 
	
	
	

	10. 
	What precautionary measures should be taken before restoring emails in MS Outlook?
	
	

	11. 
	
	
	

	12. 
	What role does the Microsoft 365 cloud service play in securing and backing up Outlook emails?
	
	

	13. 
	
	
	






	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________






















	Answer Key

	1. 
	The information needed includes the email address, password, incoming and outgoing mail server details, and account type (IMAP or POP).

	2. 
	IMAP allows for synchronized access to emails across multiple devices, while POP downloads emails to a single device.

	3. 
	S/MIME (Secure/Multipurpose Internet Mail Extensions) is a standard for secure email communication, providing encryption and digital signatures for enhanced security in MS Outlook.

	4. 
	The primary purpose is to safeguard against data loss, ensuring that emails and important information are recoverable in case of system failure or data corruption.

	5. 
	The PST (Personal Storage Table) file is a data file used to store copies of messages, calendar events, and other items, making it essential for email backups in MS Outlook.

	6. 
	It's advisable to close MS Outlook and ensure that no conflicting or duplicate data exists to prevent data integrity issues during the restoration process.

	7. 
	Microsoft 365 provides automatic backups and robust security measures, offering an additional layer of protection for Outlook emails stored in the cloud.




Assessment Tasks
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/ Junior Network Technician

	Competency Standard
	7.  Manage Email using outlook

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	1. Create an Email Account in MS Outlook 
2. Backup Emails in MS Outlook
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