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Logging In

Cookies notice

Your login details will be received via email directly from the system:

e The link will be learning.gifs.africa (if not given in email)

e Yourusername will be your email address

e Your password will be given via email aswell if not the generic password -
Welcome@2026!

Upon logging in for the first time, you will be prompted to create a new password
aswell.
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My Courses

GIFS LMS

Library

Access Emerald Insights

CD Access My Courses

Search courses B

After logging in and changing your password, you will be taken to the Homepage with a

link to access your courses labelled “Access my courses” which will look like the
above.

Once clicked, you will find all your course modules, as below.

DL Demo Learner © Message

Courses | am taking

Course name Grade
Business Communication

Class of Business 3 Long Term Insurance - GPHE
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of Financial Sciences



GIFS E-Learning Portal | Help Guide 5
Your Course Module

Demo Learner / Grades

Business Communication

Participants Grades Competencies

DL Demo Learner o wMessage

Grades

After clicking on or selecting the course module, you will be taken to the “Grades” area.

To navigate to the full course, you can click on “course” as seen in the above image.

CIAFS / Higher Certificate in Management

Business Communication

Course Grades Competencies

v Communication Studies 101 Collapse all

E] Announcements

Hello Business Communication Students!

Welcome to your course study guide and workbook. Use this study guide in conjunction with your prescribed
textbook:

Cleary, S. (2020). The Communication Handbook, 47 Edition. Juta.

You will need a notebook / learning journal that you will use while working through the theory in the textbook as
well as completing all the tasks and activities in this guide. You decide if this will be paper based or digital - if it
will always be readily available.

Bring this learning journal to class each week.
Follow the sections in your preparation for class, assessments and learning progress.
Several chapters are dealt with in each section.

'I Each chapter has clearly demarcated areas where the learning outcomes, additional resources and weekly
requirements are indicatad.

* Come to class prepared to share.

The first section of the course module will give you a brief introduction and overview of
the module itself.
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Facilitator Information
v Facilitator Information

Name: Tania Homan
Email: tania@katapult.ac.za

Consultation hours: By appointment

Here you will find your facilitator/lecturer’s contact information aswell as other
important details

Course Description (May look slightly different from course to course)

~ . Course Description

This module provides an overview of Business Communication, focusing on communication principles and
theories with 3 spadizl focus on warkplace communication.

The topics covered include productive communication skills (zpeaking and writing) as well a3 recaptive
communication skills (istening and reading).

An emphasis is placed on critical analysis, and the application of reading and writing zkills in real world situations.

The meodule iz divided inte five sections. each with references to your prescribed book, specifically referenced in
thizs summary for your own independent work and study time.

Learning Topics Outlined
Sectiont

Tertiary Study Skills
Azsessment Preparatbon

Grammas ani Larguage Lsage {textheok ref page 427)

Saction 2

Commuracetion Theary [textboak ref page 1)
Acodemic Writing (textbook ref page 293)
Ripsart Writing [testhank rof page 346]
Kiestings (textbook ref page 3500

Section 3

Reading and Note Tsking |texthook ref page 91}
Listening {testhook ref page 109}

Audience and Purpase |textbeok ref page 120)
Oral Presentations (textbook ref page 131)

Section 4

Coenmunication and Difference (textinook ref page 33)
Senall-group Commurication (extheck rel page 0]
Online Business Presence (textbook ref page 268)

Section §

wirttten Communication [testboak ref page 152)

Bumsiness Correspandence (texthock red page 185)

Let the work begin! &
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A more detailed overview of the course

Learning Outcomes

~ (@ Learning Qutcomes

By the end of this course, you should be able to:
1. [Learming cutcome 1]
2 [Leaming outcome 2]
3. [Leaming cutcome 3]
4. [Leaming outcome 4]

Here you will see the designated learning outcomes for the module and what you will

learn.

Weekly Schedule/Module Structure

~ T Weekly Schedule / Module Structure

DATE TITLE

[ = [ ]

Here you will see the weekly schedule and module structure in terms of what will be

covered on a weekly basis.
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Units

v~ lecture 1

Sectiont
° Terhiary Study Shills

Learning Outcomes

The course module is split up into units to cover different topics within the module with
designated assignments, quizzes, and resources for you to access and complete.

This will look similar to the above.
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How to view links

URL Settings More v

SARVESHAN

SVASTIR
BHAVAT

PEACE MANTRA

Click on Video for meditation to open the resource.

Links will be displayed as highlighted above, a description will be displayed, with the
instructions “Click on” and the link thereafter — this link will be underlined once
selected, and you will be redirected to the link, if it is not embedded onto the system as
above.
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How to submit an Assighment

CIAFS [ Higher Certificate in Management / BC100 - HCMS00 / Lecture 1
Reflect on your readiness for your Academic Jouney

- Reflect on your readiness for your Academic
Journey

Opened: Monday, 22 June 2025, 12:00 AM
Due: Monday, 30 June 2025, 12:00 AM

Before you begin this unit, complete the following table as honestly as possible. Reflect on your habits and make
a judgement about your study skills and habits.

Make notes on what you should pay sttention to; what habits do naot work and which you should start practicing
and implementing.

You should complete this task with all your subjects and modulas in mind.

Questions about your career life planning Yes :::;e an Ho

Do you know what opportunities are availzblz in your carser fiskd?

Do you know where you want to be in your career five years from

graduating?

Questions about the demands of academic study Yes Some-times Mo

Are you an independent leamer who motivates yourself?

Do you know what learning style you use?

Do you know how to write in an academic style?

Do you know what your strengths and weaknassas are?

Questions about your study skills h:!ost of the Some-times Almost
times never

Do you have a timetable for every week?

Do you have a year/ semeaster planner?

Do you study actively- underlining, highlighting, numbering facts

and making notes in the margin?

Do you use a study method- getting an overview, reading with

understznding, making notes and summaries and chacking

whether you lmow the work?

Do you plan for revision?

4 G

‘ Add submission ’

To submit an assignment (an uploaded assessment), you will need to view the specified
activity, and follow the instructions given. Some may request you download a given
document and fill in your answers or fillin your answers in a blank document.

Once done, you can click on add submission as circled.

v Add submission
Maximum file size: 5 GB, maximum number of files: 20

o O m = m

®

‘You can drag and drop files here to add them.

Thereafter you will be taken to the above page, where you’re prompted to upload a file,

File submizzions

which you can drag and drop or upload via the circled buttons. Specifications will also

The Graduate Institute
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be displayed, i.e. maximum file size, etc. Once uploaded, you can click on “Save
changes”.

How to submit a Quiz/Assessment/Examination

Principles | Summative Assessment | V1 To do ~

Your Summative Assessments/examinations will be displayed on the system as above,
with the same or a similar naming convention. Occasionally, these exams may be
locked until a certain date or locked for specific users.

i The Graduate Institute
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ARTG / ST5 - ARTG / Principles / Principles | Summative Assessment | V1

Principles | Summative Assessment | V1

Quiz Question bank

To do: Receive agrade  To da: Receive a passing grade

Attempts allowed: 1

Grade to pass: 22.50 out of 45.00

Once you access the quiz/activity, you will see the page above. This page will also
provide the number of attempts allowed for the exam, and the grade to pass.

To begin, you can click on “Attempt Quiz”.
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ARTG / ST5 - ARTG / Principles / Principles | Summative Assessment | V1

Principles | Summative Assessment | V1

Quiz Question bank

Back
Question 1 Question 1 (15 marks)
Mot yet
answerad Case St“d]f
¥ Flag questian The economnies of five “developing” countries (outside South Africa) undergo severe problems
(3 (latesn) ] and a worldwide panic ensues. As a result the Rand exchange rate (along with other similar

currencies) depreciates markedly against the US Dollar, falling from about US$1 = R7,00 to
about USET = R15,00. As trustee of a large investment portfolio that contains both South
African and foreign investments you are considering your next moves. Assume that there are no
exchange control regulations or capital gains tax issues to worry about.

Answer the following guestions:

1.1 An accountant recommends that you note the trend that the Rand has halved in value. He
recommends that you invest all money offshore immediately in order to protect the

remaining value. Explain why this is a good or bad suggestion. Which of these will be your
best performing investments? (5 marks)

A= B I | = i

i
liil
Inl
?
@
©
[ 3]

1
O HH

The first question within this exam is an essay question with a case study, which also
indicates the mark scheme at the end of the question.

A Student EP

Open block drawer

On the right side of your screen (below your profile area) there should be a block
drawer, which will open to a quiz navigation pane, as below.

The Graduate Institute
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CECELEE
HEERE
HE

Finish attempt ...

=

—i
o

You can use the above to navigate between questions within the quiz/exam if havigation
for the exam is set to “free”.

In the above image, the first three questions are highlighted in the pane because they
are on the same page.
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ARTG / 5T5 - ARTG / Principles / Principles | Summative Assessment | V1

Principles | Summative Assessment | V1

Quiz Question bank

Back

Question 3

Mot yet
answered

¥

¥ Flag question

Question 9
Mot yet

anzwered

¥ Flag question

Question 1 0

Mot yet
answered

¥

¥ Flag question

Question 11

Blmt some

3.1 A boom is: {1 mark)

O a. A short pericd of recovery
O b. A period of strong economic growth
O ¢. A period of economic contraction

(O d. A period of rising interest rates

3.2 A real interest rate is: (1 mark)

() a.  The interest shown at face value

L

O d. The interest rate after adjustments for inflation

3.3 The Reserve Bank is likely to raise interest rates in order to: (1 mark)

(2 a.  Curb inflationary pressure

(J ¢ Increase the money supply

3.4 Fiscal policy is the primary responsibility of: {1 Mark)

() b. The interest rate actually offered in the market

2 c. The interest rate applicable to the bank’s best customers

) b. Weaken the Rand to promote exports

() d. Promote competition amongst commercial banks

15

I’ve now skipped to a Multiple-Choice Question, which is situated with the reston a

single page.

3.1 A boom is: (1 mark)

O a. A short period of recovery

® b. A period of strong economic growth

(2 ¢. A period of economic contraction

2 d. A period of rising interest rates

Clear my choice

As in the above, you can select your answer freely, and clear your choice if need be.

The Graduate Institute
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Question 17 3.10 Ethics can best be described as: (1 Mark)
Mot yet
answered

) a. The study of principles relating to right and wrong conduct, rules, the standards that

¥ Flag question govemn the conduct of a person

Lv1 atest) 5 b,

The study of principles relating to nght and wrong conduct, codes, the standards
that govern the conduct of a person

0 €. The study of principles relating to nght and wrong conduct, morality, the standards
that govern the conduct of a person

O d. The study of principles relating to right and wrong conduct, laws, the standards that
govern the conduct of a person

=

Once on the last page of the quiz, you will have the option to finish attempt or navigate
to the previous page (this specifically is in place between all pages in the quiz).

Principles | Summative Assessment | V1
Summary of attempt

Question Status

Not yet answered

] Mot yet answered
3 Mot yet answerad
4 Mot yet answerad

Mot yet answerad

Mot yet answerad

T Mot yet answerad
2 Answer saved

] Mot yet answerad
10 Mot yet answerad

Mot yet answerad

12 Mot yet answerad
13 Mot yet answerad
1 Mot yet answerad

Mot yet answerad

Mot yet answerad

17 Mot yet answersd

Return to attempt

Submit all and finish

e

Once you click on Finish Attempt, you will have a short summary of all the questions
you have answered and left blank. If you’d like, you have the option to return to attempt
to amend any answers or submit all and finish.

The Graduate Institute
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Submit all your answers and finish?

Once you submit your answers, you won't be able to change them.

Questions without a response: 16

Submit all and finish

Once you click on Submit all and finish, it will give the above alert, notifying you that you
are unable to change any answers after this point, aswell as give a summary of
questions without a response (unanswered questions). If you are happy with your
submission, you can click on “Submit all and finish”.

Status Finished
Started Friday, 11 July 2025, 7:24 AM
Completed Friday, 17 July 2025, 7:45 AM

Duration 21 mins 17 secs

Question 1 Question 1 {15 marks)

Mot anzwered

Case Study
¥ Fag question
a The economies of five “developing” countries (outside South Africa) undergo severe problems and a worldwide panic ensues.

As a result the Rand exchange rate (along with other similar currencies) depreciates markedly against the US Dollar, falling
from about US$1 = R7,00 to about US$1 = R15,00. As trustee of a large investment portfolio that contains both South African
and foreign investments you are considering your next moves. Assume that there are no exchange control regulations or
capital gains tax issues to worry about.

Answer the following questions:

1.1 An accountant recommends that you note the trend that the Rand has halved in value. He recommends that you
invest all money offshore immediately in order to protect the remaining value. Explain why this is a good or bad
suggestion. Which of these will be your best performing investments? (5 marks)

Once submitted, you will see a summary of your exam details such as the start date
and time, the completion date and time, the duration and status, aswell as a summary
of your answers, as seen in the above and below picture.
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Question 8 3.1 A boom is: {1 mark)

Corract

¥ Flag question a. A short period of recovery

L= b. A period of strong economic growth ~

c. A period of economic contraction

d. A penod of nsing interest rates

The correct answer is: A period of strong economic grewth

Question 9 3.2 A real interest rate is: {1 mark)
Mot answered

¥ Flag question

a. The interest shown at face value

L= b. The interest rate actually offered in the market
c. The interest rate applicable to the bank’s best customers
d. The interest rate after adjustments for inflation

The correct answer is: The interest rate after adjustments for inflation

Once you scroll all the way down, you can click on “finish review”

3.10 Ethics can best be described as: (1 Mark)

a. The study of principles relating to right and wrong conduct, rules, the standards that govern the conduct of a
person

b. The study of principles relating to right and wrong conduct, codes, the standards that govern the conduct of a
person

¢. The study of principles relating to right and wrong conduct, morality, the standards that govern the conduct of a
person

d. The study of principles relating to right and wrong conduct, laws, the standards that govern the conduct of a
person

The correct answer is: The study of principles relating to right and wreng conduct, morality, the standards that govern the

conduct of a person
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ARTG / ST5 - ARTG / Principles / Principles | Summative Assessment | V1

Principles | Summative Assessment | V1

Quiz Question bank

~ Done: Receive 3 grade  To do: Receive 3 passing grade

Attempts allowed: 1

Grade to pass: 22.50 out of 45.00

Your attempts

Attempt 1

Status Finished
Started Friday, 11 July 2025, 7:24 AM
Completed Friday, 11 July 2025, 7:45 AM

Duration 21 mins 17 secs

Review

No more attempts are allowed

Back to the course

Your exam has now been submitted.

19

Once done, you will see the above page, showing your attempt details, aswell as other

details.

The Graduate Institute
of Financial Sciences



