CONTENTS

BSBTEC202 Use digital technologies to communicate in a work environment.................... 1
AssessMENt FOr this UNIt............oeiiiii e 4
What you need to complete this Unit............ooooi 6
HOW tO USE thiS WOIKDOOK ........uiiiiiiiiiiiii e 6
How to download eXercCiSe fileS ........oooi i 7
SECTION 1: DIGITAL COMMUNICATION AND ORGANISATIONAL PROCEDURES......... 9
LI =301 1 €= 5 = PRSP 10
e 0= 10
INSTANT MESSAGING . ... ettt e e e et e e e e e e e e s bt e e e e e e e e eaan 10
MESSAGE DOAIAS ...t e e e e e e 10
A4 Lo L=ToToTo] a1 (=] =1 aTe1 oY HER R 11
Collaboration tOOIS ............ueiiiiiie e as 11
Learning management SYSTEIM .........oiiiiiii e 11
(O 0 F= 11 oo ) RSP 12
JLIL=1 1] o] =TST= o o = 12
SOCIAI MEAIA ..., 13
Oral cComMMUNICALION ... 14
Digital communications PIANS .......cccoiiiiiiiii e 14
I L= {0 U= S 16
INdustry COdES Of CONAUCT ..........eeiiiiiiiiii e e e e e 16
Digital communication policies and proCedUIES.........cccoiieiiiiiiiiiiiie e 17
SECTION 2: DATA AND DIGITAL COMMUNICATION THREATS..........cccovimmrrrrrrinnnnnes 18
Commercially SenSitive data..........c..uuiiiiiiii e 19
PrIvVate data...... ... nnnnnne 19
COPYHGNt .. 19
Anti-discrimination [€gISIatioN .............ooiiiiiiiii e 20
Data 10SS thrEatS ... ...eiieiiieiiiei e 20
Unauthorised acCess threats ........ ... s 21
MalWare threats ........cooooi e, 22
Organisational policies to protect digital data .............ccccoiiiiiiii e, 24
Personal digital SECUIILY .......ccouuiiii e e e e e e e s 24
SECTION 3: WRITING EMAILS ..ot iisnssrss s sssssssss s ssssss s s s s ssnnns 25
EMQIl @CCOUNLS ....uiiiiiiiiiiiiii s nnes 26
SPam ACt 2003 ... . 27
Email poliCies and ProCEAUIES ........cociiiiiii et e e e e e e e e e e e 27
Privacy and email @CCOUNTS ..........ooiiiiiiiiii e 27
EMQIl QUAIENCE ... e 28
0 = T o 10 o T L= U 29
(O] 1 (= 0 | PRSP 29
SUDJECE INES ...t e e e e e e e e s aaeas 30
= g F= ] =T T PP PP PP PPPPPRPPR 30
SIGNALUIES.....cccc 31
Disclaimer State@mMENES .........e i 31
AHACNMENTS ... 31
Checking email drafts ... 33

Email troubleShOOtING .....ooe e 36



SECTION 4: SENDING EMAILS USING MICROSOFT OUTLOOK........ccccurimmrrininnnerininnnes 37

StArtiNg OULIOOK ... e e e e e e e e as 38
Adding the first account to OULIOOK ...........oooviiiiiiiiiii e 39
o I8 o Ty 0= 40
Adjusting the OULIOOK diSPIAY .......cooiiiiiiiiiiei e 41
(@ Ui [o o] Q=T 1 =T= o SRS 42
Creating @n €Ml .......ccoooiiiie e 44
L=t (] To =T o] (o] 41 Y PEPPP TR 45
CheCKIiNG SPEIING ... 45
LYo VT g Vo =T o = 47
Replying to and forwarding €mMailS .............uuiiiiiiiiiiii e 48
Setting UP @ SIGNATUIE ......ooiiiiie e e 49
Sending an email to several PEOPIE .....cccceieeiiiii i, 51
Saving an email to SENA [Ater...........oeiiiiiiii 52
SelECHNG EMAIIS ... 53
Deleting €MallS.....c.uueeii i e ————— 53
N o 114 T I =T 0 =T P 54
Sending documents DY €mMail...........oooiiiiiiiiii s 55
Saving attaChmeNnts........coooiiii 55
[ =T Lo T T =T 0. =T 56
ManNagiNg EMAIIS .......eeiieiie e e e e e e e aae 56
JUNK €Mall ... 59
(O] | ¢= o3 £ SRR 61
B OUDS . it ————— 63
L@ 111 o T} ;G o =1 | 1R 64
SECTION 5: SENDING EMAILS USING GMAIL ........cciiiiiiieerrre s ssssssss s ssssnnnes 65
Accessing a GMail aCCOUNL...........ociiiiiiiiiie e 66
GIMaAIl SCIEEN ... 67
Creating @n €MAIL..........ee e 68
SeNt HEMS fOIART ... e e 69
ReplyiNg 10 @n €MaIl......ccooiiii e 69
=TI T (== Lo £SO 70
Forwarding a@n €mMail...........oooiiiiiii o 70
SHGNING OUL .. e —————— 70
SPEIIING .t e e e e e e e e e e e e e aan 71
Setting UP @ SIGNATUIE ... 71
Sending an email to several PEOPIE ....ccocceieei i, 72
Saving an email to SENA [Ater...........ooiiiii i 73
DeletiNng @MAIIS. ... ... e e 74
EMPYiNg the trash ... e e 74
Checking the spam fOIAEr ... 75
0= 0= PSP 75
Sending documents by email.........ccooooiiiiiiiii i, 76
Saving attaCchments... ... 76
Confidential MOAE ... 77
00T 01 =10 0 F= ] PP PP TP OPPPPPPPPPRIN 77
RS =T =10 0 =11 PR URER 77
SNO0ZE EMAIIS ... e ————— 78
GOOGIE CONEACES ...ttt e e e e e e e e e e 78
(€] (010 o TR 79
Changing YOUr PASSWOIA .......ccciiiiiiii et 81
GMaAIl HeID e 81
SECTION 6: VIDEOCONFERENCING ...t ssssssssssssssss s ssssssssss s s s ssssssssssssnes 82
Videoconferencing NEtIQUELLE............ooviiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee e 83
4 o To] o PSP 83



