
Performance Objectives 
 

Teachers will demonstrate their ability to send an attachment using GroupWise. (Rule) 
Terminal Objective #1:  Given a personal computer containing the GroupWise Email program, students will successfully send 

attachments via email to other people.  80% accuracy is required. 
 
Step  Sub-

step 
 Performance Objective Parallel Test Item 

1 Demonstrate 
locating the 
GroupWise 
program 

  Given a personal computer containing 
the GroupWise email program, 
students will demonstrate locating and 
opening the program by clicking on 
the GroupWise Icon, using the mouse. 

 

   1.1 
 
 
 
 
 
1.1.1 

Identify desktop 
 
 
 
 
 
Discriminate 
between desktop 
and program 
 
 
 
 
 

Given the screen of a personal 
computer and the task of finding the 
desktop icon, students will identify the 
desktop icon by finding it and clicking 
on it.   
 
Given a series of icons, students will 
discriminate between icons by 
grouping them by their similarities and 
differences.   
 
 

On the screen shot below, circle the 
desktop item. 

  1.2 
 
 

Identify 
GroupWise Icon 
 

Given the screen of a personal 
computer and the task of finding the 
GroupWise icon, students will identify 

On the screen shot below, circle the 
GroupWise icon.  



 
 
 
 
 
1.2.1 
 

 
 
 
 
 
Discriminate 
between icon for 
GroupWise and 
icons for other 
programs. 
 

the GroupWise icon by finding it and 
clicking on it.   
 
 
 
Given a series of icons, students will 
discriminate between icons by 
grouping them by their similarities and 
differences.   

      
2 Demonstrate 

locating New 
Mail Message 
Icon (rule) 
 
 
 
 
 

  Given a personal computer containing 
the GroupWise email program, 
students will demonstrate locating the 
New Mail Message Icon by clicking 
on it within the program. 

 

  2.1 
 
 
 
 
 
2.1.1 
 
 
 

Identify New 
Mail Message 
Icon 
 
 
 
Discriminate 
between New 
Mail Message 
Icon and other 

Given the screen of a personal 
computer and the task of finding the 
New Mail Message icon, students will 
identify the New Mail Message icon 
by finding it and clicking on it.   
 
Given a series of icons, students will 
discriminate between icons by 
grouping them by their similarities and 
differences.   

On the screen shot below, circle the 
New Mail Message Icon 



 
2.2 
 
 
 
 

Icons 
Execute Click 
 
 
 
 

 
Given a mouse, execute click by 
pushing down once on the left mouse 
key. 

      
3 Demonstrate 

locating the 
textbox for 
typing email 
address (rule) 

  Given an open GroupWise program, 
find the word, “Address” located near 
the top left of the email screen that 
next to a white space.  Single left click 
on that space. 

 

  3.1 
 
 
 
 
 
 
3.1.1 

Identify the 
textbox for 
typing email 
address 
 
 
 
Discriminate 
between address 
box and other 
text boxes 

Given the screen of a personal 
computer and the task of finding the 
email address textbox, students will 
identify the email address textbox by 
finding it and clicking on it.   
 
 
Given a series of icons, students will 
discriminate between icons by 
grouping them by their similarities and 
differences.   
 

On the screen shot below, circle the 
email address textbox. 

      
  3.2 

 
 
 
 
 

Demonstrate 
locating the 
Address Book 
Icon 
 
 

Given a computer displaying a “create 
new email” screen within the 
GroupWise system, the student 
demonstrates locating the Address 
Book Icon by single left-clicking on 
the picture of an address book near the 

 
 
 
 
 
 



 
 
3.2.1 
 
 
 
 
 
3.2.1.1 
 
 
 
 
3.3 
 
 
 
 
 
3.3.1 
 
 
 
 
 
3.4 
 

 
 
Identify address 
book icon 
 
 
 
 
Discriminate 
between address 
book icon and 
other icons on 
the screen. 
Demonstrate 
typing name in 
“Search List” 
box 
 
 
Identify Search 
List Box 
 
 
 
 
Execute double 
click on 
highlighted 
name. 

top left of the email screen.  
 
Given the screen of a personal 
computer and the task of finding the 
address book icon, students will 
identify the address book icon by 
finding it and clicking on it.   
 
Given a series of icons, students will 
discriminate between icons by 
grouping them by their similarities and 
differences.   
 
Given a computer screen displaying an 
open address book search screen, the 
student will demonstrate typing the 
name by typing in the first and last 
names in the appropriate boxes. 
 
Given a personal computer and the 
task of finding the Search List Box, 
students will identify the Search List 
Box by finding it and clicking on it.   
 
 
Given a mouse, execute double click 
by pushing down twice on the mouse 
button on the left. 
 

 
 
On the screen shot below, circle the 
address book icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the screen shot below, circle the 
Search List Box. 

      
4 Demonstrate   Given a computer displaying “create  



typing email 
address (rule) 

new email” screen within the 
GroupWise system, the student will 
demonstrate typing the email address 
by typing the receivers address in the 
address text box. 
 

      
5 Demonstrate 

locating the 
attachment icon 
(paperclip) 
(rule) 

  Given a computer displaying the 
“create new email” screen within the 
GroupWise system, the student will 
demonstrate locating the attachment 
icon by clicking on it.   

 

  5.1 
 
 
 
 
5.1.1 
 
 
 
 
 
5.2 
 

Identify 
attachment icon 
(paperclip) 
 
 
Discriminate 
between 
attachment icon 
and other icons. 
 
 
Execute click 
 

Given the screen of a personal 
computer and the task of finding the 
attachment icon, students will identify 
the attachment icon by finding it and 
clicking on it.   
Given a series of icons, students will 
discriminate between icons by 
grouping them by their similarities and 
differences.   
 
 
Given a mouse, execute click by 
pushing down once on the left mouse 
key. 

On the screen shot below, circle the 
attachment icon. 

      



6 Demonstrate 
inserting an 
attachment 
(rule) 

 
 
 
 
 
 
 
 
 
 
 
6.1   
 

 
 
 
 
 
 
 
 
 
 
 
Demonstrate 
locating file to 
attach. 
 

Given a computer containing the 
GroupWise email program opened to 
the “attach” screen  and a mouse, the 
student will demonstrate inserting an 
attachment by (a) clicking on the 
“browse” button (b) selecting the file 
to be attached (C) saving the file and 
(d) inserting the file into the email 
message. 
 
 
Given a computer containing the 
GroupWise email program opened to 
the “attach” screen and a mouse, the 
student will demonstrate locating the 
file to attach by (a) clicking on the 
browse button (b) clicking on the file 
to be attached. 
 

 



  6.1.1 
 
 
 
 
6.1.1.1 
 
 
 
 
6.1.2 
 
 
 
 
 
6.1.3 
 
 
 
 
 
6.1.4 
 
 
 
 
6.2 
 
 
 

Identify drive 
where file is 
located 
 
 
Discriminate 
between desired 
drive and other 
drives 
 
Identify pull 
down arrow to 
locate drive 
where file is 
attached. 
 
Execute click on 
the file to 
highlight 
 
 
 
Execute click on 
attach button 
 
 
 
Demonstrate 
attaching file 
 
 

Given the screen of a personal 
computer and the task of finding the 
file drive, students will identify the file 
drive by finding it and clicking on it.   
 
Given a series of icons, students will 
discriminate between icons by 
grouping them by their similarities and 
differences.   
 
Given the screen of a personal 
computer and the task of finding the 
pull down arrow, students will identify 
the pull down arrow by finding it and 
clicking on it.   
 
Given a mouse, execute double click 
on file by clicking twice on left mouse 
buttons while hovering over the file 
that needs to be attached. 
 
 
Given a mouse, execute click on attach 
button by clicking once with the left 
mouse key while hovering over the 
attach button. 
 
Given a personal computer, with the 
GroupWise email system opened to an 
attachment screen, the student will 
demonstrate attaching the file by 

On the screen shot below, circle the 
file drive needed. 
 
 
 
 
 
 
 
 
On the screen shot below, circle the 
pull down arrow. 



 
 

 
 
 
 

clicking on the attach button. 
 

Teachers will demonstrate their ability to open, read and save an attachment using GroupWise  (Rule) 
Terminal Objective #2: Given a personal computer containing the GroupWise e-mail program, students will demonstrate opening the 

GroupWise program, opening an e-mail, opening an attachment and saving an attachment using the mouse.  
80% accuracy is required. 

Step  Sub-step  Performance Objective Parallel Test Items 
1. Demonstrate 

locating the 
GroupWise 
Program 

  Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate locating and opening 
this program by clicking on the 
GroupWise icon using the mouse. 

 



  1.1        
 
 
 
 
1.1.1 
 

Identify desktop 
 
 
 
 
Discriminate 
between desktop 
and program 

Given a personal computer and the task 
of finding the desktop icon, students will 
identify the desktop icon by finding it 
and clicking on it. 
 
Given a series of icons, students will 
discriminate between icons by grouping 
them by their similarities and 
differences. 

On the screen shot shown below, 
circle the desktop icon. 

  1.2 
 
 
 
1.2.1 

Identify 
GroupWise Icon 
 
 
 
Discriminate 
between icon for 
GroupWise and 
icons for other 
programs 

Given a personal computer and the task 
of finding the GroupWise icon, students 
will identify the icon by finding it and 
opening it. 
 
Given a series of icons, students will 
discriminate between icons by grouping 
them by their similarities and 
differences. 

On the screen shot shown below, 
circle the GroupWise icon. 

      
2. Demonstrate 

opening an e-
mail message 
containing an 
attachment 

  Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate opening an e-mail 
message containing an attachment by 
double clicking on the subject line of a 
message containing a paperclip. 

 

  2.1 
 
 
 
 

Demonstrate 
locating subject 
line 
 
 

Given the screen of a personal computer 
monitor, a mouse and an open 
GroupWise program, students will be 
able to locate the subject line by noting 
the “Subject” heading at the stop of the 

 
 
 
 
 



 
 
 
 
 
2.1.1 
 
 
 
2.1.1.1 

 
 
 
 
 
Identify subject 
line 
 
 
 
Discriminate 
between subject 
line and other 
written type 

screen.  The list of one line items below 
are each individual e-mails and each line 
listed is considered a subject line.  Click 
on one to highlight the typed subject 
line. 
 
Given a personal computer and the task 
of finding the subject, students will 
identify the subject line by finding it and 
opening it. 
 
Given a subject line and other written 
type, students will discriminate between 
the subject line and other type by 
grouping them by their similarities and 
differences. 

 
 
 
 
 
On the screen shot shown below, 
circle the subject line in an e-
mail. 

  2.2 Execute double 
click 

Given a mouse, execute double click by 
pushing down twice on the left mouse 
button. 

 

      
3. Demonstrate 

opening an 
attachment 

  Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate opening an attachment 
by double clicking on the attachment 
icon in the lower half of the e-mail 
message. 

 



  3.1 
 
 
 
 
 
 
3.1.1 
 
 
 
3.1.1.1 

Demonstrate 
locating 
attachment icon 
(paperclip) 
 
 
 
Identify 
attachment icon 
(paperclip) 
 
 
Discriminate 
between 
attachment icon 
and other icons 

Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate locating the attachment 
icon (paperclip) by moving the mouse to 
the right side of the screen to find the 
paperclip. 
 
Given a personal computer and the task 
of finding the attachment icon, students 
will identify the icon by finding it and 
opening it. 
 
Given a series of icons, students will 
discriminate between icons by grouping 
them by their similarities and 
differences. 

 
 
 
 
 
 
 
On the screen shot shown below, 
circle the attachment icon. 

  3.2 Execute double 
click 

Given a mouse, execute double click by 
pushing down twice on the left mouse 
button. 

 

  3.3 Identify the “X” 
button to close 

Given a personal computer and the task 
of closing a program, students will 
identify the button by finding it and 
clicking on it. 

On the screen shot shown below, 
circle the button that will close a 
program. 

  3.4 Execute click Given a mouse, execute click by pushing 
down once on the left mouse button. 

 

      
4. Demonstrate 

saving an 
attachment 

  Given a personal computer containing 
the GroupWise e-mail program and a 
mouse, students will demonstrate saving 
an attachment by clicking the mouse in 
the following sequence:  (1) “File,” (2) 

 



Save as,” then giving the file a name and 
location to be saved.  

  4.1  
 
 
 
 
 
4.1.1 
 
 
 
 
4.1.2 

Demonstrate 
clicking on “save 
as” 
 
 
 
Identify “save as”  
 
 
 
Execute click 

Given a personal computer containing 
the Groupwise e-mail program and a 
mouse, students will click once on “File”  
on the far upper left toolbar, then click 
once on “Save as” 
 
Given a personal computer and the task 
of finding the “save as” feature, students 
will identify “save as” by finding it and 
clicking on it. 
 
Given a mouse, execute click by pushing 
down the left mouse button one time. 

 
 
 
 
 
 
On the screen shot shown below, 
circle the button to save a 
program.. 

  4.2.1 Demonstrate use 
of pull down 
arrow in the “save 
in” box to locate 
your personal 
drive 

Given a personal computer containing 
the GroupWise e-mail program and a 
mouse, students will click once on the 
arrow to the right of the “Save in” box at 
the top of the window.  A list of drives 
should appear, including one which 
reads your personal name. 

 

  4.3.1 Execute click on 
your name 

Given a mouse, execute click by pushing 
down on the left mouse button one time 
over your name. 

 

  4.2.2 Demonstrate use 
of the pull down 
arrow in the “save 
in” box to locate 
“3.5 Floppy A” 

Given a personal computer containing 
the GroupWise e-mail program and a 
mouse, students will click once on the 
arrow to the right of the “Save in” box at 
the top of the window.  A list of drives 
should appear, including one which 

 



reads “3.5 Floppy A” 
  4.3.2 Execute click on 

“3.5 Floppy A” 
Given a mouse, execute click by pushing 
down on the left mouse button one time 
over “3.5 Floppy A”. 

 

  4.4 Identify the “X” 
button to close 

Given a personal computer and the task 
of finding the “X” button, students will 
identify the button by finding it and 
clicking on it. 

On the screen shot shown below, 
circle the button to close a 
program. 

  4.5 Execute click Given a mouse, execute click by pushing 
down once on the left mouse button. 

 

      
5. Demonstrate 

replying to an 
e-mail 

  Given an personal computer containing 
the GroupWise e-mail program and a 
mouse, students will demonstrate 
replying to an e-mail by clicking 
“Reply,” typing in a message and 
clicking on “Send” 

 

  5.1 
 
 
 
 
 
5.1.1 

Demonstrate 
locating “reply” 
button 
 
 
 
Identify ”reply” 
button 

Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate locating the “Reply” 
button by moving the mouse to the right 
hand side of the screen and clicking on 
it. 
 
Given a personal computer and the task 
of finding the “reply” button, students 
will identify the “reply” button by 
finding it and clicking on it. 

 
 
 
 
 
 
On the icons shown below, 
circle the “reply” button. 



  5.2 
 
 
 
 
5.2.1 

Demonstrate 
typing message in 
text box 
 
 
Identify area to 
type in message 

Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate typing a message in the 
text box by typing on the keyboard. 
 
Given a personal computer and the task 
of finding the area in an e-mail to type 
the message, students will identify the 
area to type the message by typing a 
message in this area. 

 
 
 
 
 
On the screen shot shown below, 
circle the area in which to type 
an e-mail message . 

  5.3 Execute “send” Given a mouse, execute click by pushing 
down on the left mouse button one time 
over the “Send” button.. 

 

  5.4 Identify the “X” 
button to close 

Given a personal computer and the task 
of finding the “X” button, students will 
identify the button by finding it and 
clicking on it. 

On the screen shot shown below, 
circle the button to close a 
program. 

  5.5 Execute click Given a mouse, execute click by pushing 
down once on the left mouse button. 

 

      
6. Demonstrate 

forwarding an 
e-mail 

  Given an personal computer containing 
the GroupWise e-mail program and a 
mouse, students will demonstrate 
forwarding an e-mail by clicking 
“Forward,” typing in an address and 
clicking on “Send” 

 



  6.1 
 
 
 
 
 
 
6.1.1 
 
 
 
 
6.1.1.1 

Demonstrate 
locating 
“forward” button 
 
 
 
 
Identify 
“Forward” button 
 
 
 
Discriminate 
between 
“Forward” button 
and other buttons 

Given an personal computer containing 
the GroupWise e-mail program and a 
mouse, students will demonstrate 
locating the “Forward” button by 
moving the mouse to the right side of the 
screen until the “Forward” button is 
visible. 
 
Given a personal computer and the task 
of finding the “Forward” button, students 
will identify the “Forward” button by 
finding it and clicking on it. 
 
Given a series of buttons, students will 
discriminate between buttons by 
grouping them by their similarities and 
differences. 

 
 
 
 
 
 
 
On the screen shot shown below, 
circle the “Forward” button. 

  6.1.2 Execute click Given a mouse, execute click by pushing 
down the left mouse button one time. 

 

  6.2 
 
 
 
6.2.1 
 
 
 
 
 
 
6.2.2 

Demonstrate 
typing in address 
 
 
Identify “To” box 
in which to type 
address 
 
 
 
 
Discriminate 

Given a personal computer containing 
the Groupwise e-mail program, students 
will type in a known address in the text 
box. 
 
Given a personal computer and the task 
of finding the “To” box in which to type 
address, students will identify the “To” 
box by finding it and clicking on it. 
 
 
 

 
 
 
 
On the screen shot shown below, 
circle the box in which to type 
an address. 



between “To” box 
and other boxes 

Given a series of boxes, students will 
discriminate between boxes by grouping 
them by their similarities and 
differences. 

  6.3 Demonstrate 
locating the 
Address book 

Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate locating the Address 
Book by moving the mouse to the right 
hand side of the screen until the Address 
Book button is visible. 

 

  6.3.1 Identify Address 
Book Icon 

Given a personal computer and the task 
of finding the Address book icon, 
students will identify the Address book 
icon by finding it and opening it. 
 

On the screen shot shown below, 
circle the Address Book Icon. 

  6.3.2 Discriminate 
between Address 
book icon and 
other icons 

Given a series of icons, students will 
discriminate between icons by grouping 
them by their similarities and 
differences. 

 

  6.4 Demonstrate 
typing name in 
“Search List” box 

Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate typing the last name of 
the person they are searching for in the 
“Search List” box 

 

  6.4.1 Identify location 
of “Search box” 

Given a personal computer and the task 
of finding the “Search box”, students 
will identify the “Search box” by finding 
it and typing in it. 

On the screen shot shown below, 
circle the space in which to type 
a name to search for an e-mail 
address. 

  6.5 Execute double 
click on 
highlighted name 

Given a mouse, execute double click by 
pushing down twice on the left mouse 
button on the highlighted name. 

 



 
 
 
 

      
7. Demonstrate 

pressing 
“Send” 

  Given a personal computer containing 
the GroupWise e-mail program, students 
will demonstrate pressing “Send” by 
moving the mouse over the “Send” 
button and pressing the left mouse button 
once. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


