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Instructions for Tech Tutor or Staff Member: 

The checklist below includes a detailed description of discrete tech tasks.  It is not expected 
that you cover all tasks in the checklist.  When meeting with a learner in person, use this record 
to make note of the tasks already acquired.  During any subsequent meetings, continue to 
update the checklist as new skills are built. 

For each tech task, assess the learner’s current ability: 

 “Yes” = The learner can do this easily, without help or instruction.  No further practice 
with a trainer is needed. 

 “Practice” = The learner requires some help or instruction.  Review this at a subsequent 
meeting.    

 “Introduce” = The learner doesn’t have any understanding of what to do.  Introduce the 
task. 

Tech Tutor: __________________ Learner: ________________________  

Language Support (write the language if applicable): _________________  

If applicable:  LINC Level: ____ Teacher: ______________________  

How to use Email 

Discrete tech tasks ✔ Check which one applies: 
Yes Practice Introduce 

Getting started 
1. Choose an email provider    
2. Make an email account    
3. Add / update recovery settings    
4. Sign in / out    

Getting emails 
1. Find new emails in the inbox    
2. Open an email    
3. Reply to an email    
4. Reply all    
5. Delete an email    
6. Restore a deleted email    
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Discrete tech tasks ✔ Check which one applies: 
Yes Practice Introduce 

7. Use search to find an email    
8. Create folders    
9. Create rules for email folders    
10. Notice scam emails    
11. Unsubscribe and report spam emails    

Send emails 
1. Create an email message    
2. Use a good subject line    
3. Use Cc and Bcc    
4. Send an email / schedule an email    
5. Choose “priority” (Outlook only)    
6. Cancel a sent email    

Attachments 
1. Open an attachment    
2. Download an attachment    
3. Attach a file    
4. Attach a photo from a phone    

Other 
1. Add a contact    
2. Edit a contact’s details    
3. View calendar    
4. Add a calendar event    

 


