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

	Competency Standard
	5. Create basic database using MS Access

	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):
· Create Database in MS Access	
· Establish relationships between tables	
· Create Forms 	
· Create query and reports

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

	Minimum Evidence Required
	1. Create Database in MS Access	
· Create Blank Database.
· Create table in database as per requirements
· Insert different fields with suitable types as per requirements.
· Apply different keys on table.
· Apply different constraints on fields as per requirements.
· Insert data in table as per requirements.
· Apply different table views.
· Save database in desired location.
2. Establish relationships between tables	
· Create multiple tables as per requirements.
· Create one-to-one relationship between tables as per requirements.
· Create one-to-many relationship between tables as per requirements.
· Create many-to-many relationship between tables as per requirements.
3. Create Forms 	
· Create form as per requirements.
· Design form interface as per requirements.
· Insert different data controls to Enter, Update, Delete, Modify data from table.
· Insert different data into tables using form interface
4. Create query and reports 	
· Create/Run different queries as per requirements.
· Create reports as per requirements.
· Design reports as per requirements.



Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	5. Create basic database using MS Access

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Create Database in MS Access	
· Establish relationships between tables	
· Create Forms 	
· Create query and reports


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

	1. Create Blank Database.
	
	
	

	2. Create table in database as per requirements
	
	
	

	3. Insert different fields with suitable types as per requirements.
	
	
	

	4. Apply different keys on table.
	
	
	

	5. Apply different constraints on fields as per requirements.
	
	
	

	6. Insert data in table as per requirements.
	
	
	

	7. Apply different table views.
	
	
	

	8. Save database in desired location.
	
	
	

	9. Create multiple tables as per requirements.
	
	
	

	10. Create one-to-one relationship between tables as per requirements.
	
	
	

	11. Create one-to-many relationship between tables as per requirements.
	
	
	

	12. Create many-to-many relationship between tables as per requirements.
	
	
	

	13. Create form as per requirements.
	
	
	

	14. Design form interface as per requirements.
	
	
	

	15. Insert different data controls to Enter, Update, Delete, Modify data from table.
	
	
	

	16. Insert different data into tables using form interface
	
	
	

	17. Create/Run different queries as per requirements.
	
	
	

	18. Create reports as per requirements.
	
	
	

	19. Design reports as per requirements.
	
	
	



Candidate’s Signature__________________ Assessor’s Signature____________________

Date: _______________________________













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

	Competency Standard
	5. Create basic database using MS Access

	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

	· Create Database in MS Access	
· Establish relationships between tables	
· Create Forms 	
· Create query and reports

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

	1. 
	Created Blank Database.
	
	
	

	2. 
	Created table in database as per requirements
	
	
	

	3. 
	Inserted different fields with suitable types as per requirements.
	
	
	

	4. 
	Applied different keys on table.
	
	
	

	5. 
	Applied different constraints on fields as per requirements.
	
	
	

	6. 
	Inserted data in table as per requirements.
	
	
	

	7. 
	Applied different table views.
	
	
	

	8. 
	Saved database in desired location.
	
	
	

	9. 
	Created multiple tables as per requirements.
	
	
	

	10. 
	Created one-to-one relationship between tables as per requirements.
	
	
	

	11. 
	Created one-to-many relationship between tables as per requirements.
	
	
	

	12. 
	Created many-to-many relationship between tables as per requirements.
	
	
	

	13. 
	Created form as per requirements.
	
	
	

	14. 
	Designed form interface as per requirements.
	
	
	

	15. 
	Inserted different data controls to Enter, Update, Delete, Modify data from table.
	
	
	

	16. 
	Inserted different data into tables using form interface
	
	
	

	17. 
	Created/Run different queries as per requirements.
	
	
	

	18. 
	Created reports as per requirements.
	
	
	

	19. 
	Designed reports as per requirements.
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	5. Create basic database using MS Access

	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. 
	Describe the difference between a table and a query in Microsoft Access.
	
	

	2. 
	
	
	

	3. 
	What is the purpose of the "Primary Key" in a table?
	
	

	4. 
	
	
	

	5. 
	Explain the role of forms in Microsoft Access.
	
	

	a. 
	
	
	

	6. 
	What is the purpose of a report in Microsoft Access?
	
	

	7. 
	
	
	

	8. 
	Explain the concept of normalization in the context of Microsoft Access.
	
	

	9. 
	
	
	

	10. 
	What is the purpose of the "Lookup Wizard" in Access?
	
	

	11. 
	
	
	

	12. 
	What is the purpose of the "Relationships" window in Microsoft Access?
	
	

	13. 
	
	
	






	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________






















	Answer Key

	1. 
	A table is a storage structure for data, while a query is a request for specific information from one or more tables based on defined criteria.

	2. 
	The Primary Key uniquely identifies each record in a table and ensures data integrity by preventing duplicate or null values.

	3. 
	Forms in Access provide a user-friendly interface for data entry, display, and modification, making it easier to interact with the database.

	4. 
	Reports in Access are used to present and format data from tables or queries in a printable and organized format.

	5. 
	Normalization is the process of organizing data in tables to reduce redundancy and dependency, promoting efficient data storage and retrieval.

	6. 
	The Lookup Wizard simplifies the creation of lookup fields, allowing users to select values from a predefined list or another table.

	7. 
	The Relationships window visually represents the relationships between tables, allowing users to establish, modify, or delete relationships.




Assessment Tasks
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/ Junior Network Technician

	Competency Standard
	5. Create basic database using MS Access

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	1. Develop a database in MS Access to manage student information, grades, and courses. Establish relationships between tables for students, courses, and grades.
2. Create forms for entering student data and grades, and generate queries and reports to analyze academic performance.
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