
Instructions for Rubric Category: E-mail 
 
In this deliverable, you will compose a new e-mail by following the steps below. When finished, you will 
send e-mails to evaluation@ctaponline.org and forward the final response e-mail to your local 
evaluator. Be aware that you will be required to access the Internet to perform some of the activities. Here 
are the steps: 
 
1. Start up your e-mail program. (Sub Category 2 - Introductory) 
2. Configure e-mail preferences. Access preferences menu to set priority of all outgoing messages as 

“High.” (Sub Category 1 - Intermediate) 
3. Compose a new e-mail. (Sub Category 2 - Introductory) 
4. In the Subject, type Evaluation 1. 
5. In the text of your e-mail, 

a. Define the following telecommunications terms. (Sub Category 1 - Introductory) 
1) Inbox: 
2) Attachment: 
3) Bounced Message: 
4) Spam:  

b. Explain the 3 main components of an e-mail address. (Sub Category 1 - Introductory) 
c. Recognize and use embedded Web links by including the URL http://www.google.com as 

an embedded Web link within the text of your message. (Sub Category 1 - Intermediate) 
6. Edit your e-mail. (Sub Category 2 - Introductory) 

• Items requested in 5a, telecommunications terms, must be in blue, Arial 10, and listed with 
bullets. 

7. CC and BCC your e-mail to two other recipients. You may use your own e-mail address as the 
recipients. (Sub Category 2 - Intermediate) 

8. In the Subject, type Evaluation 1. Save a copy of your e-mail to your desktop (as a text file) and 
name it MySavedEmail. (Sub Category 2 - Introductory) 

9. Send your finished e-mail to: evaluation@ctaponline.org. You will get a response along 
with an attched file back from evaluation@ctaponline.org. (Sub Category 2 - Introductory) 

• A successful response will contain the statement,  
Congratulations! Your first evaluation message has been successfully  
received and is included below. For your next evaluation message,  
please open the attached text file and follow the instructions included there.  

• A successful response will also contain an attached file. Save the attached file to your desktop. 
10. Open the attached file. It contains necessary instructions to continue with your deliverable. Follow the 

instructions found in the attached file, which include sending a second e-mail to 
evaluation@ctaponline.org. (Sub Category 2 - Intermediate) 

• A successful response to your second e-mail will contain the statement,  
Congratulations! Your second evaluation, with an attachment and the  
proper phrase inserted, came thru correctly. Provide your evaluator  
with this e-mail message and the first auto response message as  
evidence of completing this course by either forwarding it on or printing it.  
 

11. Forward a copy of this final e-mail (to the individual responsible for evaluating your coursework) (Sub 
Category 2 - Intermediate) 

 
Your deliverable for this course includes: 
 

1) Printed copy of your e-mail. 
2) Printed copy of the attached file. 

 
Please note that your course coordinator is your primary contact. 
 


