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Instruction Sheet for the Candidate 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	2. Prepare MS Word Document

	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 03 Hrs. time frame (for practical demonstration & assessment):
· Type word document 
· Set-up page in Word Document
· Edit a document
· Format a word document 
· Insert elements in a Word Document
· Insert Table of contents in a Word Document
· Protect Document with Password
· Print the file

	Time:  3 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 

	Minimum Evidence Required
	1. Type word document 
· Open MS word and create a new word file.
· Choose a Template (Optional)
· Set document Properties 
· Save the file in desired location with proper name
· Type text in a word file 
· Check for spelling error
· Save the file regularly   
2. Set-up page in Word Document
· Click on Layout Tab
· Set Margins as per requirement 
· Set Orientation as per requirement
· Set page size
· Set indentation 
· Divide your page into columns as per requirement
· Insert a breaks as per requirement  
· Inset header / footer as per requirement
· Insert page number 
3. Edit a document 
· Insert/remove a new text in word file
· Add/remove a page or group of paragraphs 
· Make the necessary changes as per requirement 
4. Format a word document 
· Navigate to the editing area 
· Set Font and Size of text as per requirement 
· Make text Bold, Italic, and Underline
· Set Text Color as per requirement
· Highlight the selected Text as per requirement 
· Apply bullets and numbers 
· Apply Indentation 
· Apply paragraph alignment
· Apply line spacing
· Apply borders
· Apply sorting
· Apply shading
· Find and replace text
· Save the changes 
5. Insert elements in a Word Document
· Navigate to insert tab
· Select from pages to insert page as per requirement
· Apply page break
· Insert table as per requirement 
· Apply different table design as per requirement
· Insert different illustration as per requirement
· Insert hyperlinks or bookmark as per requirement 
· Insert comment in a document
· Insert text box in the document
· Apply word Art
· Apply drop cap on text 
· Insert signature, date and time and different objects
· Insert symbols & Equation as per requirement 
6. Insert Table of contents in a Word Document
· Select different headings as per requirements
· Locate table of contents option (normally in Reference Tab)
· Select the required table of contents (Automatic , Manual ) as per requirement 
· Insert Table of contents at desired location 
· Update table of contents
7. Protect Document with Password
· Select file tab
· Select info
· Select Protect Document
· Encrypt with Password
· Enter and confirm your password
8. Print the file 
· Open the document 
· Click on file tab and select print 
· Set printer options
· Click print




Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	2. Prepare MS Word Document

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Type word document 
· Set-up page in Word Document
· Edit a document
· Format a word document 
· Insert elements in a Word Document
· Insert Table of contents in a Word Document
· Protect Document with Password
· Print the file


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

	1. Open MS word and create a new word file.
	
	

	2.   Choose a Template (Optional)
	
	

	3.   Set document Properties 
	
	

	4.   Save the file in desired location with proper name
	
	

	5.   Type text in a word file 
	
	

	6.   Check for spelling error
	
	

	7.    Save the file regularly   
	
	

	8. Click on Layout Tab
	
	

	9. Set Margins as per requirement 
	
	

	10. Set Orientation as per requirement
	
	

	11. Set page size
	
	

	12. Set indentation 
	
	

	13. Divide your page into columns as per requirement
	
	

	14. Insert a breaks as per requirement  
	
	

	15. Inset header / footer as per requirement
	
	

	16. Insert page number 
	
	

	17.  Insert/remove a new text in word file
	
	

	18.  Add/remove a page or group of paragraphs 
	
	

	19.  Make the necessary changes as per requirement 
	
	

	20. Navigate to the editing area 
	
	

	21.  Set Font and Size of text as per requirement 
	
	

	22.  Make text Bold, Italic, and Underline
	
	

	23.  Set Text Color as per requirement
	
	

	24.  Highlight the selected Text as per requirement 
	
	

	25.  Apply bullets and numbers 
	
	

	26.  Apply Indentation 
	
	

	27.  Apply paragraph alignment
	
	

	28.  Apply line spacing
	
	

	29.   Apply borders
	
	

	30.   Apply sorting
	
	

	31.   Apply shading
	
	

	32.   Find and replace text
	
	

	33.   Save the changes 
	
	

	34.   Navigate to insert tab
	
	

	35.   Select from pages to insert page as per requirement
	
	

	36.   Apply page break
	
	

	37.   Insert table as per requirement 
	
	

	38.   Apply different table design as per requirement
	
	

	39.   Insert different illustration as per requirement
	
	

	40.   Insert hyperlinks or bookmark as per requirement 
	
	

	41.   Insert comment in a document
	
	

	42.   Insert text box in the document
	
	

	43.    Apply word Art
	
	

	44.    Apply drop cap on text 
	
	

	45.    Insert signature, date and time and different objects
	
	

	46.    Insert symbols & Equation as per requirement 
	
	

	47.   Select different headings as per requirements
	
	

	48.   Locate table of contents option (normally in Reference Tab)
	
	

	49.   Select the required table of contents (Automatic , Manual ) as per requirement 
	
	

	50.   Insert Table of contents at desired location 
	
	

	51.   Update table of contents
	
	

	52.   Select file tab
	
	

	53.   Select info
	
	

	54.   Select Protect Document
	
	

	55.   Encrypt with Password
	
	

	56.   Enter and confirm your password
	
	

	57.   Open the document 
	
	

	58.   Click on file tab and select print 
	
	

	59.   Set printer options
	
	

	60.   Click print
	
	


Candidate’s Signature__________________ Assessor’s Signature____________________
Date: _______________________________

















Assessors Judgment Guide 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	1.  Prepare MS Word Document

	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

	· Type word document 
· Set-up page in Word Document
· Edit a document
· Format a word document 
· Insert elements in a Word Document
· Insert Table of contents in a Word Document
· Protect Document with Password
· Print the file

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

	1. 
	Open MS word and create a new word file.
	
	
	

	2. 
	  Choose a Template (Optional)
	
	
	

	3. 
	  Set document Properties 
	
	
	

	4. 
	  Save the file in desired location with proper name
	
	
	

	5. 
	  Type text in a word file 
	
	
	

	6. 
	  Check for spelling error
	
	
	

	7. 
	   Save the file regularly   
	
	
	

	8. 
	Click on Layout Tab
	
	
	

	9. 
	Set Margins as per requirement 
	
	
	

	10. 
	Set Orientation as per requirement
	
	
	

	11. 
	Set page size
	
	
	

	12. 
	Set indentation 
	
	
	

	13. 
	Divide your page into columns as per requirement
	
	
	

	14. 
	Insert a breaks as per requirement  
	
	
	

	15. 
	Inset header / footer as per requirement
	
	
	

	16. 
	Insert page number 
	
	
	

	17. 
	 Insert/remove a new text in word file
	
	
	

	18. 
	 Add/remove a page or group of paragraphs 
	
	
	

	19. 
	 Make the necessary changes as per requirement 
	
	
	

	20. 
	Navigate to the editing area 
	
	
	

	21. 
	 Set Font and Size of text as per requirement 
	
	
	

	22. 
	 Make text Bold, Italic, and Underline
	
	
	

	23. 
	 Set Text Color as per requirement
	
	
	

	24. 
	 Highlight the selected Text as per requirement 
	
	
	

	25. 
	 Apply bullets and numbers 
	
	
	

	26. 
	 Apply Indentation 
	
	
	

	27. 
	 Apply paragraph alignment
	
	
	

	28. 
	 Apply line spacing
	
	
	

	29. 
	  Apply borders
	
	
	

	30. 
	  Apply sorting
	
	
	

	31. 
	  Apply shading
	
	
	

	32. 
	  Find and replace text
	
	
	

	33. 
	  Save the changes 
	
	
	

	34. 
	  Navigate to insert tab
	
	
	

	35. 
	  Select from pages to insert page as per requirement
	
	
	

	36. 
	  Apply page break
	
	
	

	37. 
	  Insert table as per requirement 
	
	
	

	38. 
	  Apply different table design as per requirement
	
	
	

	39. 
	  Insert different illustration as per requirement
	
	
	

	40. 
	  Insert hyperlinks or bookmark as per requirement 
	
	
	

	41. 
	  Insert comment in a document
	
	
	

	42. 
	  Insert text box in the document
	
	
	

	43. 
	   Apply word Art
	
	
	

	44. 
	   Apply drop cap on text 
	
	
	

	45. 
	   Insert signature, date and time and different objects
	
	
	

	46. 
	   Insert symbols & Equation as per requirement 
	
	
	

	47. 
	  Select different headings as per requirements
	
	
	

	48. 
	  Locate table of contents option (normally in Reference Tab)
	
	
	

	49. 
	  Select the required table of contents (Automatic , Manual ) as per requirement 
	
	
	

	50. 
	  Insert Table of contents at desired location 
	
	
	

	51. 
	  Update table of contents
	
	
	

	52. 
	  Select file tab
	
	
	

	53. 
	  Select info
	
	
	

	54. 
	  Select Protect Document
	
	
	

	55. 
	  Encrypt with Password
	
	
	

	56. 
	  Enter and confirm your password
	
	
	

	57. 
	  Open the document 
	
	
	

	58. 
	  Click on file tab and select print 
	
	
	

	59. 
	  Set printer options
	
	
	

	60. 
	  Click print
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	2. Prepare MS Word Document

	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. 
	Explain the difference between "Margins" and "Orientation" in a Word document.
	
	

	2. 
	
	
	

	3. 
	What is the function of the Spell Check feature in Microsoft Word?
	
	

	4. 
	
	
	

	5. 
	What role does the "Header" and "Footer" feature play in a Word document?
	
	

	a. 
	
	
	

	6. 
	How does the "Thesaurus" feature enhance document writing in Word?
	
	

	7. 
	
	
	

	8. 
	How does the "Find and Replace" feature contribute to document editing?
	
	

	9. 
	
	
	



	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________




	Answer Key

	1. 
	"Margins" refer to the blank spaces around the edges of a page, controlling the layout, while "Orientation" determines whether the document is formatted in a portrait or landscape layout.

	2. 
	Spell Check is a proofreading tool that identifies and corrects spelling errors in a document, helping to ensure the accuracy and professionalism of the content.

	3. 
	Headers and footers are areas at the top and bottom of each page, respectively. They are used for adding page numbers, document titles, dates, or other recurring information.

	4. 
	The Thesaurus helps users find synonyms and antonyms for words, allowing for improved vocabulary choice and enhancing the overall quality of the document.

	5. 
	"Find and Replace" allows users to search for specific words or phrases and replace them with another, streamlining the editing process and ensuring consistency throughout the document.
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