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Task Title: Instructions for Logging into an Email Account
OALCF Cover Sheet – Practitioner Copy

Learner Name: __________________________________________   
Date Started: ___________________________________________
Date Completed: _________________________________________


	Goal Path:
	Employment
	Apprenticeship

	Secondary School





	Post Secondary
	Independence


Successful Completion:  Yes   	     No   

Task Description: The learner will log into their email account, then write out instructions for and/or explain the process to their instructor.

Main Competency/Task Group/Level Indicator: 
· Communicate Ideas and Information/Interact with others/B1.1 OR
· Communicate Ideas and Information/Write continuous text/B2.1
· Use Digital Technology/D.1


Materials Required:
· Pen/pencil and paper and/or digital device
· Computer
· Email account
· Conversation partner (instructor) optional for B1.1 task


Notes for Instructors/Practitioners
This task requires the learner to already have an email account and be familiar with logging in and out.  They will practise logging in and out of their account and then either create written instructions for someone else to follow or explain the process to you.  Task 2 is either written (B2.1a) or oral (B1.1a) depending on what the learner is practising.


Learner Information
Most people use email for a variety of tasks at work, school and/or home.  Once an email account has been set up for the first time, it is important to know how to log in and out of it on your computer or another digital device.  Writing instructions for others or explaining the process to someone can help reinforce learning.



Work Sheet
Task 1: Open the web browser of the computer.  Type in the address for your email account.  (For example, gmail.com or hotmail.com)  
Log into your email account, then log out.  Practise doing this until you are comfortable giving instructions to another person.
Answer: No written response required here.

Task completed:  Yes: 

Task 2a (optional):  Write instructions below on how to log into and out of your email account.  These can be in point form.  Include at least three (3) instructions.
Answer:







______________________________________________________
Task 2b (optional):  Open a new web browser on the computer.  Explain to your instructor how to log into and out of your email account.  Log into and out of your account as you explain what to do.
Answer: No written response required here.

Task completed:  Yes:
______________________________________________________
Answers
Task 1: Open the web browser of the computer.  Type in the address for your email account.  (For example, gmail.com or hotmail.com) 
Log into your email account, then log out.  Practise doing this until you are comfortable giving instructions to another person.
Answer: No written response required here.

Task completed:  Yes: 

Task 2a (optional):  Write instructions below on how to log into and out of your email account.  These can be in point form.  Include at least three (3) instructions.

Task 2b (optional):  Open a new web browser on the computer.  Explain to your instructor how to log into and out of your email account.  Log into and out of your account as you explain what to do.
Answers will vary.  In discussion or writing, the learner should list a version of the following steps:

· Open browser on computer
· Type in email URL (e.g. gmail)
· Type in user name and password
· Complete 2 Factor Authentication (FA) if needed (e.g. Authenticator App, one time code sent to phone)
· Email will now open
· To close email, click “log out” to exit



Performance Descriptors
	Levels
	Performance Descriptors
	Needs Work
	Completes task with support from practitioner
	Completes task independently

	B1.1
	conveys information on familiar topics
	
	
	

	
	chooses appropriate language in exchanges with clearly defined purposes
	
	
	

	
	participates in short, simple exchanges
	
	
	

	
	gives short, straightforward instructions or directions
	
	
	

	
	speaks or signs in a focused and organized way
	
	
	

	B2.1
	writes simple texts to request, remind or inform
	
	
	

	
	conveys simple ideas and factual information
	
	
	

	
	demonstrates a limited understanding of sequence
	
	
	

	
	uses highly familiar vocabulary
	
	
	

	D.1
	follows simple prompts
	
	
	

	
	follows apparent steps to complete tasks
	
	
	

	
	interprets brief text and icons
	
	
	

	
	locates specific functions and information
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Learner Comments:






Instructor (print):						Learner (print):
__________________                                         _________________
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