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Instruction Sheet for the Candidate 
	Qualification
	National Vocation Certificate Level -2 in Architectural Drafting

	Competency Standard
	0732BCE1804-Perform Basic Computer Operations

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name______________________________________________________

Registration/Roll Number_______________________________________

	Guidance for Candidate 

	To meet this standard, you are required to complete the following within 04 Hrs. time frame (for practical demonstration & assessment):

· Configure Computer Systems
· Prepare a Document using MS WORD
· Prepare a Worksheet using MS EXCEL
· Prepare a Presentation using MS PowerPoint
Activity-1: Create a CV using MS Word.
Activity-2: Prepare a result sheet of 5 Students and apply formula for addition and percentage.
Activity-3: Prepare a presentation on Pollution using slides of different layouts.


	Time:  4 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 

	Minimum Evidence Required
	Activity 1:

· Compose a document as per the requirement.
· Format Word Document according to given requirements.
· Print both sides of paper
Activity 2:

· Develop a worksheet as per given data. 
· Format the worksheet according to given criteria.
· Apply Formulas according to the requirement.
· Generate Charts/Graphs according to the given data.
Activity 3:

· Insert Slides with different Layouts according to requirements of presentation.
· Insert text, tables, images, etc. according to the requirement.
· Apply a set of effects to animate the slide according to requirement.
· Apply Slide Transitions on Slides according to requirement.
· Apply Sound Effects on Objects/text/images according to requirement.



Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	National Vocation Certificate Level -2 in Architectural Drafting

	Competency Standard
	0732BCE1804-Perform Basic Computer Operations

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Configure Computer Systems
· Prepare a Document using MS WORD
· Prepare a Worksheet using MS EXCEL
· Prepare a Presentation using MS PowerPoint
Activity-1: Create a CV using MS Word.
Activity-2: Prepare a result sheet of 5 Students and apply formula for addition and percentage.
Activity-3: Prepare a presentation on Pollution using slides of different layouts.


I can……………….
	Performance Criteria
	Yes
	No

	Activity1:
	
	

	1. Compose a document as per the requirement.
	
	

	2. Format Word Document according to given requirements.
	
	

	3. Print both sides of paper
	
	

	Activity 2:
	
	

	4. Develop a worksheet as per given data. 
	
	

	5. Format the worksheet according to given criteria.
	
	

	6. Apply Formulas according to the requirement.
	
	

	7. Generate Charts/Graphs according to the given data.
	
	

	Activity 3:
	
	

	8. Insert Slides with different Layouts according to requirements of presentation.
	
	

	9. Insert text, tables, images, etc. according to the requirement.
	
	

	10. Apply a set of effects to animate the slide according to requirement.
	
	

	11. Apply Slide Transitions on Slides according to requirement.
	
	

	12. Apply Sound Effects on Objects/text/images according to requirement.
	
	


Candidate’s Signature__________________ Assessor’s Signature____________________

Date: ______________________________
Assessors Judgment Guide 
	Qualification
	National Vocation Certificate Level -2 in Architectural Drafting

	Competency Standard
	0732BCE1804-Perform Basic Computer Operations

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: _____________________________________________________________

Registration/Roll Number: ______________________ 
Signature: ______________


	Assessment Outcome
	

COMPETENT                                         NOT YET COMPETENT    

Name of the Assessor________________________________________________ 

Assessor’s code: ____________________________________________________

Signature: ________________________________






	Assessment Summary (to be filled by the assessor)

	Activity
	Method
	Result

	Nature of Activity 
	Written
	Oral
	Observation 
	Portfolio
	Role Play
	Competent
	Not Yet Competent

	Practical Skill Demonstration
	
	   
	
	
	
	
	

	Knowledge Assessment 
	
	
	
	
	
	
	

	Other Requirement
	
	
	
	
	
	
	





Observation Checklist
	Assessment Task

	· Configure Computer Systems
· Prepare a Document using MS WORD
· Prepare a Worksheet using MS EXCEL
· Prepare a Presentation using MS PowerPoint

Activity-1: Create a CV using MS Word.

Activity-2: Prepare a result sheet of 5 Students and apply formula for addition and percentage.

Activity-3: Prepare a presentation on Pollution using slides of different layouts

	During the practical assessment, candidate demonstrated the following:
	Yes
	No
	Remarks

	Activity1:
	
	
	

	1. 
	Compose a document as per the requirement.
	
	
	

	2. 
	Format Word Document according to given requirements.
	
	
	

	3. 
	Print both sides of paper
	
	
	

	Activity 2:
	
	
	

	1. 
	Develop a worksheet as per given data. 
	
	
	

	2. 
	Format the worksheet according to given criteria.
	
	
	

	3. 
	Apply Formulas according to the requirement.
	
	
	

	4. 
	Generate Charts/Graphs according to the given data.
	
	
	

	Activity 3:
	
	
	

	1. 
	Insert Slides with different Layouts according to requirements of presentation.
	
	
	

	2. 
	Insert text, tables, images, etc. according to the requirement.
	
	
	

	3. 
	Apply a set of effects to animate the slide according to requirement.
	
	
	

	4. 
	Apply Slide Transitions on Slides according to requirement.
	
	
	

	5. 
	Apply Sound Effects on Objects/text/images according to requirement.
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	National Vocation Certificate Level -2 in Architectural Drafting

	Competency Standard
	0732BCE1804-Perform Basic Computer Operations

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: ______________________________________________________________

Registration/Roll Number: _________________  

Candidate Signature: ___________


	Assessment Outcome
	

COMPETENT                                        NOT YET COMPETENT    

Name of the Assessor: ________________________________________________ 

Assessor’s code: ____________________________________________________

Signature of the Assessor: _______________________



	Candidate’s response is not required to be identical, but similar concepts and/or keywords must be used. Oral questioning may be used to clarify candidate understanding of topic and its application.

	Questions (Candidate confidently answered questions correctly and demonstrated understanding of the topics and their application)
	Satisfactory
	Not Satisfactory

	1. 
	 Ctrl+Esc?
	
	

	2. 
	

	
	

	3. 
	Ctrl+Shift+Esc?
	
	

	4. 
	
	
	

	5. 
	Ctrl+X in MS word?
	
	

	a. 
	
	
	

	6. 
	Ctrl+V in MS word?
	
	

	7. 
	
	
	

	8. 
	How do I create basic formulas (e.g., SUM, AVERAGE)?
	
	

	9. 
	


	
	

	10. 
	Ctrl+A in MS word?
	
	

	11. 
	
	
	




	
Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________
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