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Unit Standard 25662 Version 2 
Use digital communications technologies 

 

Level 2 Credits 3 

 

Purpose People credited with this unit standard are able to: explain the 
use of, use, and manage digital communications technologies. 

 

Classification Computing > Generic Computing 

 

Available grade Achieved 

 
Explanatory notes 
 
1 Definitions 
 Digital communications technologies (DCTs) refer to digital tools that enable 

interaction and communication.  These may include but are not limited to – 
email, Short Message Service (SMS), Multimedia Message Service (MMS), 
Voice-over-Internet protocol (VoIP), social software, blog, wiki, forum, usenet, 
mailing lists, websites. 

 Recognised conventions for the purpose of this unit standard mean the 
generally accepted and/or documented practice of an organisation, workplace, 
or user group.  Conventions may vary depending on the context of the 
communication, however some common examples are: use of capitals, 
abbreviations or acronyms; naming; use of hyperlinks; appropriateness of 
content; referencing of source material. 

 
2 Legislation relevant to this unit standard includes but is not limited to the: 
 Copyright Act 1994, 
 Health and Safety in Employment Act 1992, 
 Privacy Act 1993, 
 Unsolicited Electronic Messages Act 2007, 
 and their subsequent amendments. 
 
3 An assessment resource to support computing unit standards (levels 1 to 4) can 

be found on the NZQA website at http://www.nzqa.govt.nz/for-
providers/resources/index.html. 
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Outcomes and evidence requirements 
 
Outcome 1 
 
Explain the use of digital communications technologies (DCTs). 
 
Evidence requirements 
 
1.1 Types of DCTs are explained in terms of the technology they use. 
 

Range may include but is not limited to – hardware or software 
technology. 

 A minimum of three DCTs are explained. 
 
 
1.2 Situations when DCTs are inappropriate are explained in terms of user 

responsibilities and protocols. 
 

Range includes but is not limited to – personal, business, time, cost. 
 
 
1.3 Ethical and legal issues associated with the use of DCTs are explained in 

terms of their characteristics and effect. 
 

Range may include but is not limited to – cyber-bullying, stalking, 
privacy, copyright, piracy, identity theft, scams, viruses, spam. 

 Evidence of two is required. 
 
 
1.4 Methods of preventing and responding to DCT threats are explained in 

terms of their characteristics and effect. 
 

Range threats may include but are not limited to – cyber-bullying, 
phishing, stalking, privacy, copyright, piracy, identity theft, 
viruses, spam. 

 Methods of preventing may include but are not limited to – 
use of protection software, regular virus scans. 

 Methods of responding may include but are not limited to – 
non-response to communications, reporting to appropriate 
authority. 

 Evidence is required for two threats, two methods of 
preventing, and two methods of responding.  
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Outcome 2 
 
Use DCTs. 
 
Range a minimum of three DCTs are used. 
 
Evidence requirements 
 
2.1 The content of the digital communication meets recognised conventions for 

the purpose, target audience, and the DCT used. 
 
 
2.2 The DCTs are used according to recognised conventions. 
 

Range may include but is not limited to – layout, etiquette, protocols. 
 
 
 
Outcome 3 
 
Manage DCTs. 
 
Range a minimum of three DCTs are managed. 
 
Evidence requirements 
 
3.1 DCTs management is demonstrated according to the controls of the 

technology used. 
 

Range DCTs management may include but is not limited to – 
prioritise, delete, save; create and use folders, filters and 
templates; backup data; automated message use; add 
signatures and/or attachments. 

 

Replacement information This unit standard replaced unit standard 5941. 

 

Planned review date 31 December 2013 

 
Status information and last date for assessment for superseded versions 
Process Version Date Last Date for Assessment 
Registration 1 22 May 2009 31 December 2013 

Revision 2 18 February 2011 N/A 
 
Accreditation and Moderation Action Plan (AMAP) reference 0226 
This AMAP can be accessed at http://www.nzqa.govt.nz/framework/search/index.do. 
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Use Digital Communication  
Technologies 

 

 
 
 
Learning Outcomes 
 
At the end of this section you should be able to -  
 
 
 Understand the difference between several forms of digital communication 

technologies. 

 Open a website and use hyperlinks 

 Create and use your own personal email account.  

 Download and use Skype for phone calls and chatting. 

 Sign up for an instant messaging service and chat with other users.  

 Create your own Facebook account and interact with other users in social media.  

Section 

1 
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What Are Digital Communication Technologies? 

Definition:  Digital communication technologies allow us to transmit information to 
other Internet users in digital format. 

 
 

These digital communication technologies include email, Skype, instant messaging (also called 
IM), and numerous forms of social media. 

Social media is a growing Internet trend that is on the rise, 
used for both personal and business communications. Two of 
the most popular and rapidly growing social media websites 
are Facebook and Twitter.  
 
Facebook currently has over 50 million Internet users 
worldwide who spend 7 billion minutes on the website each 
month. Twitter has over 100 million registered users, and the website has grown by 182% over the 
past year. 
 
It is clear that social media is evolving into an advanced form of digital communication, dictating 
both personal and business interactions on the Internet. 
 

 
 
Email 
 
Email is otherwise known as electronic mail, and it is a method used to send digital messages from 
one Internet user to another. Emails can be sent from personal computers, laptops, mobile phones, 
and any other devices connected to the Internet. 
 
 Every Internet user is entitled to a free email account through services like: 
 
• Yahoo.com  
• Gmail.com (Google mail) 
• Hotmail.com 
• Aol.com 
 
Email has truly changed the face of global communication. It provides you with the opportunity to 
reach out to anyone, anywhere, instantaneously. Email is used for both business and pleasure, yet 
there are separate rules of etiquette for each type of email usage. 
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Here are some of the many advantages you can expect from using email: 

• Simple Management 
You can manage all of your emails and correspondences on one screen. You can even create 
specific folders to organise emails from separate senders, or you can categorise emails for 
business or personal purposes. On top of that, you can save conversations or messages online 
to greatly minimise your use of paper. 
 

• Quick Delivery 
Any messages sent will be delivered instantaneously worldwide. There is no other form of 
communication that can provide this speed or accuracy. 
 

• Low Cost 
When you compare email to regular postal delivery, faxes, or telephone calls, it is normally 
free or very inexpensive in contrast. 
 

• Secure Messaging 
Security settings from your email provider are very high, keeping all messages private. In 
many cases, faxes and phone calls do not provide this level of privacy. Your email will always 
be sent to the right address, unless you happen to type in the address incorrectly, causing the 
email to bounce back to you. 
 

• Easy Transfer of Materials 
You can attach files or documents to an email to send over the Internet. This is an eco-friendly 
method of communication since it cuts down on wasted paper, allowing you to deliver 
documents to another party within seconds. 

 
Instant Messaging 
 
Instant messaging is another form of digital communication, but it is different from email since it 
is done in real-time.  

An instant message is sent through an instant 
messaging program from one computer to 
another, and it is also available through mobile 
devices. Instant messaging is often called IM or 
chat. 
 
Instant messaging programs are normally free to 
sign up for, similar to email. Here are some of the 
top IM providers that you can use for instant 
digital communication: 
 
• Yahoo Messenger 
• Meebo 
• AIM 
• Google Talk 
• Windows Live 
• Skype 

Sa
m

pl
e D

oc
um

en
t

http://messenger.yahoo.com/
http://www.meebo.com/
http://www.aim.com/
http://www.google.com/talk/
https://login.live.com/login.srf?wa=wsignin1.0&rpsnv=11&ct=1300456850&rver=6.1.6195.0&wp=LBI&wreply=http:%2F%2Fexplore.live.com%2Fwindows-live-messenger%3Fos%3Dother&lc=1033&id=269505
http://www.skype.com/intl/en-us/features/allfeatures/instant-messaging/


4     SECTION 1 © Cherylprice.co.nz Limited 

To be able to use instant messaging, you and another party must be connected to the same Internet 
messaging system at the same time. You will then exchange small text messages that will appear 
as a conversation on a chat screen. 
 
In order to use an IM service, the software must be downloaded and installed on your computer 
from any of the providers shown on the previous page. Although there are numerous choices in 
chat software, they all function in a similar way.  
 
You must first register as a user, create a screen name, and make your new username available so 
that other people can chat with you. This is often a method that many people use to chat with 
friends or family in real-time; IM can also be used for business when telecommuting or meeting 
with a client or employer. 
 
If you are a member of a social media website, there are often built-in chat features included so 
that you can instant message with other users of the website that are online when you are. 
 
Here are a few important points to remember about instant messaging: 
 
• In addition to sending chat messages, you can also attach and send electronic files, including 

audio, video, text documents, and images. 

• A chat user can block another user that they don't wish to instant message with. 

• You can only communicate with other users using the same chat software. 
 

 
Chat versus Email 
 
If you are wondering how chat differs from email, that is an important question. The only 
difference between email and IM is the presence of the other user. If you are sending an email, you 
can send it at any time to anyone on your contact list, and they can open and answer the message at 
their convenience. 
 
In order to have a chat conversation, another IM user must be logged in to accept and receive any 
messages that you send. If you do send a chat message to another user who is not logged in, they 
will receive the message when they log in. However, they will not be able to respond to you 
instantly in an online chat conversation if they are not logged in at the same time that you are. 
 
Chat is ideal to use instead of email for quick, long-term communication.  
 

If you want to talk with a friend for several hours online without paying a phone bill, chat would 
be preferred. Most importantly, chat services like Skype are often used for virtual work and 
telecommuting. This chat application cuts down on the expenses of lengthy phone calls related to 
business since you can chat for free with any clients or business contacts nationally or 
internationally.  
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This leads us to… 
 
Skype 
 
To date, Skype has over 23 million online users, and it is also available for use on your mobile 
phone. Skype was developed in 2003 as a means to enhance digital communications inexpensively 
and efficiently. 
 
Skype can be downloaded for free to use on your computer or smartphone for instant messaging, 
and if you pay more for the service, you can call from your computer to a mobile phone or land 
line, send texts, or use Wi-Fi. Skype offers services that are free, pay-as-you-go, or subscription-
based. 
 
Skype is an instant messaging application that allows you to register and create your own 
username, listed in the Skype directory. As a Skype user, you will be able to voice chat and instant 
message with users in any area of the world. Skype will store your chat history, allow for group 
chat, and store off-line messages if you are sent a chat message when you are not logged in. 
 
Skype also offers the convenience of videoconferencing, which is video chat using a WebCam  on 
your computer. This type of video call is especially helpful to speak to family members and friends 
or to use for a virtual business meeting. 
 

 
 

 
Here are a few advantages that you can expect from using Skype for instant messaging: 
 
• Free Downloadable Software 

Skype is a complete communication package that you can download for free to your computer 
or mobile phone. Even for the newest Internet user, Skype is easy to install and user-friendly in 
its navigation.  
 
In addition to chatting, you can call from computer to computer anywhere within the nation or 
overseas for free. 
 

• Inexpensive Services 
Calling another Skype user is free and much less expensive than a traditional phone call. This 
eliminates the worry of racking up an expensive cell phone bill, and Skype also provides 
clarity without the crackling or cutting out of a cell phone.  
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For business purposes, a Skype user can host a conference call with up to five other users. If 
you do miss a call on Skype, it can also be routed from the computer to your mobile phone for 
added convenience with a small fee. 
 

• File Transfers  
Skype allows you to transfer files from computer to computer in a secure transaction for 
images, web links, text documents, and video files. 
 

• Video Chat 
Skype offers the unique feature of video chat where a caller can talk to another user face-to-
face via a WebCam. This is a service often used for connecting with friends or family 
overseas or even for a job interview. 

 
Skype is one of the most advanced and trustworthy forms of chat communication to date. 
Skype has been used to streamline traditional communication for: 
 
• Friends 
• Family 
• Dating 
• Work 
• Business 
• School 

 
Social Media 
 
Social media represents the latest trend in digital communication, yet it is quickly becoming a 
household presence. For this reason, you may have heard the buzz word "social media" being 
tossed around lately, and you may even have an account with a popular social media website like 
Facebook. 
 
Social media is a form of social communication at its basic level, but it encompasses a number of 
different types of websites and communities. Social media has been created by Internet users, for 
Internet users. The social media revolution on the Internet was spurred on by Internet users 
wanting to take control of their environment.  
 
Much of this had to do with the abuse of spam and junk mail in the early days of the Internet. 
Internet users wanted to find a more advanced and private way to communicate with one another, 
so private social websites were born for this purpose. 
 
According to a graphic presented by SocialMediaGraphics.posterous.com (image below), there are 
currently over 1.5 million social media users in New Zealand alone. 70% of these users have 
profiles on Facebook, 14% on Twitter, 11% on Bebo, and 9% on MySpace. 
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While you may be familiar with many of the popular social media websites above, here are few 
basic categories found in social media: 
 

• Social Networking 
This highly popular area of social media includes websites like Facebook, Twitter, and 
MySpace, which can be used to privately interact with friends and family, post comments, and 
join groups to have discussions.  
 

The latest Internet trend in social networking has encouraged businesses to create profiles on 
these websites to market their companies and to network on professional websites like 
LinkedIn. 
 

• Social Bookmarking 
Websites like Delicious and StumbleUpon allow you to bookmark various forms of content 
and tag websites all over the Internet. You can also interact with other users that have 
bookmarked their own list of content and links. 
 

• Social News 
Internet users can vote for articles and blogs on websites like Reddit and Digg. Since these 
social news websites are user-driven, the top voted news articles will remain on the homepage 
based on their daily popularity. 
 

• Photo/Video Sharing 
Social websites like Flicker and YouTube allow Internet users to interact by posting and 
sharing videos and photos and commenting on posts by other users. This platform of social 
media often creates viral video, where an Internet video is passed from user to user to gain 
mass popularity in a matter of hours or days. 
 

• Wikis 
Users can interact by creating and commenting upon web content and articles in a database. 
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Perhaps the most popular area of social media is in social networking with websites like: 
 
• Facebook 
• Twitter 
• MySpace 
• LinkedIn 
• Ning 
• Classmates 
• Bebo 
• Friendster 
 

In years past, the above social media websites have been used for very specific purposes. 
However, today many businesses are making their presence known on personal social media 
websites, like Twitter and Facebook, for the purpose of marketing and interacting with their 
customers directly to boost sales. 
 

While Internet users involved in social media still value their privacy, businesses that approach 
social media with the correct etiquette can often become successful in creating an online presence 
and following. 
 

Within personal and business relationships, social media can be used for: 
 

• Communication 
• Sponsorship/support a cause 
• Contests/giveaways 
• Connecting and building relationships 
• Consumer research 
• Customer service 
• Building communities 

Each social media website has its own form of communication and personal slang, which will be 
covered later.  
 

Most social media websites allow you to register and create your own username and profile, post 
comments and send messages to other users, and post other forms of web content to share, like 
photos, videos, articles, and links to webpages. 
 
Here are some of the many benefits that you can expect from the use of social media: 
 

• Connect with friends and family for free 
• Stay updated with news and current events 
• Join a community of like-minded users with shared interests 
• Share your personal stories, blogs, and content 
• Market your business inexpensively 
• Brand and create a presence for your company online 
• Interact with customers and ask for their feedback 
• Raise awareness about a cause or charity 
 

In today's world, social media marketing for businesses is on the rise. While social media in the 
past has primarily been used for pleasure and personal entertainment, businesses are more present 
in social media than ever. 
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We will shortly discuss the best practices for each of these forms of digital communication, as well 
as how to create your own accounts and use email, instant messaging, Skype, and social media. 
 
Websites 
 
A website is the basis of all Internet content and communication. A website is made up of 
numerous webpages that contain content, images, or video; each website will be hosted from a 
web server and can be accessed through its Internet address, also known as a URL. 

Exercise 1 

1 In your web browser type:  www.newstalkzb.co.nz and press Enter. 

The Newstalk ZB website which displays news, events, talkback information, sport etc will be 
displayed as shown below.  Options on a website will vary as websites can change daily.  
There may be other buttons or features, and also a search facility as indicated on this website.   

 

 
 
 

  
 
An individual webpage is an Internet document normally written in HTML text. A webpage 
will then be transported through Hypertext Transfer Protocol (HTTP), which encrypts the 
website so that it is secure and private to be accessed by Internet users. 
 

All public websites are available through the World Wide Web. 
 

Each individual page of a website can be accessed through the URL typed into the web 
browser. When an Internet user types in the main URL of the website, they will be directed to 
the homepage. This homepage is the first page that an Internet user visits upon entering a 
website. 
 
On each website, you will find hyperlinks, which are text or a picture that links to 
another page of a website when you click on it. A hyperlink may link internally within the 
website to another webpage, or it may link to an external website as a resource or 
reference for the user. 

Website address URL 
typed into the web 

browser to access the 
website. 

You can click here 
to subscribe to the 
Newstalk ZB 
newsletter 

This link allows you listen to 
Newstalk ZB Live 
 

Search 
facility 

Website 
categories. 

Click here to 
visit each 

website 
category. 

Note 

You can follow 
Newstalk ZB  
on Facebook  
andor/ Twitter 

Website 
homepage 
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Generally the mouse pointer displays as a hand when it is moved to a hyperlink as shown 
below. 

       

2 Click on .  (You can also select another topic that you wish to 
listen to or to watch.)  The Newstalk ZB Listen Live window will be displayed.  This is a 
separate window from the Newstalk ZB web site. 

 

A Windows Media Player button  will be displayed at the bottom of the screen.  If you 
close the window accidentally you can click on this to display it again.   

3 When you have finished listening and/or watching click on the Stop button .   

4 Close this window by clicking on the Close button  at the top right of the window.   
 

5 Click on various hyperlinks to move around the website.   

6 Click on the Back button  at the top of the screen to go back or on  to return to the 
homepage (ie the first page displayed when you enter a website.)   

7 Scroll down to the bottom of the website (or press Ctrl End) and you will see additional 
options for the weather (you can select your region), traffic reports etc. 

 

8 Other categories are displayed underneath, ie News, Listen, Hosts, Life & Style etc.  Click on 
any that interest you and follow the links. 

9 Press Ctrl Home or scroll to the top of the page. 

Sa
m

pl
e D

oc
um

en
t



© Cherylprice.co.nz Limited SECTION 1     11 

10 Click on the Facebook hyperlink  which will display information about the 
Newstalk ZB Facebook page and also a live preview of it as shown below.   

 

Notice that there is also a link underneath for Twitter.   

Below that there is a  button which when clicked on allows you to link this 
website to your own Facebook page, and/or to other pages, eg Twitter, Stumbleupon etc.. 

11 When you are ready to exit from Internet Explorer click on the Close button  at the top 
right of the window. 

 
 

How to Use Email 
One of the most popular email programs available is Yahoo email. Setting up an email account 
through Yahoo is quite simple and will offer you access to send, receive, and save email messages. 

Another widely used email program is Outlook, provided by Microsoft. Microsoft Outlook offers 
email management tools for business and personal purposes and has over 500 million users 
worldwide. Many people prefer the use of an Outlook Xtra account due to its user-friendly toolbar 
that allows you to create a new email, mark an email as junk mail, delete an email, and reply to or 
forward an email. 
 

Outlook 2010 Toolbar 
 

 
 
 
In this day and age of the Internet, having an email address is highly important. Not only does it 
streamline basic communication between friends and family, but it is often required to sign up for 
memberships, make online payments, and access a number of websites. 
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Here is what you will need to set up your Yahoo email account: 
 
• Computer 

• Internet access 

• Yahoo account through www.yahoo.com 
 

Here is a helpful infographic showing how email works via the Internet:  

 
 
Creating a Yahoo Email Account 
 

Exercise 2 
 
The first step in the process is to sign up for your own free account at www.yahoo.com.  

1 In your web browser type www.yahoo.com in the Address box then press Enter. 
 

2 At the right of the screen click on .  
 

3 Enter your own username and password, ensuring that you choose a password that is difficult 
for other people to guess so that your email does not get hacked.  

 

Many people choose a username that is their first and last name, or you can choose a 
username that is creative and more personal to you, like chocolatelover@yahoo.com. It is up 
to you! 

If the ID you wish to create is not available you will be given suggestions.  Notice that you 
can select a yahoo.co.nz OR rocketmail.com OR ymail.com email address.  You must 
remember the email address and password that you have entered! 

 

4 After you have created your Yahoo account or when next you want to use email, click on 
 located at the top of the screen.  (Enter your Email and Password if required.) 
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