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

	Competency Standard
	6. Prepare InPage 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):
· Create a new Document in InPage
· Insert images and objects	
· Perform formatting and style setting
· Print the document

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

	Minimum Evidence Required
	1. Create a new Document in InPage	
· Launch InPage
· Select the document type as per requirement  
· Select page size as per requirement
· Set the Language as per requirement 
· Set language layout preference 
· Create Document
2. Insert images and objects	
· Select the element as per requirement 
· Insert the object at desired place as per requirement 
3. Perform formatting and style setting  	
· Set font styles
· Set font color 
· Perform paragraph formatting as per requirement 
· Perform spell checking 
· Perform grammar checking 
4. Print the document 	
· Open the document to be printed in InPage.
· Select print from file menu 
· select the printer
· Select the number of copies to be printed 
· Select range for printing 
· Print Preview the document before printing 
· Click print



Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	6. Prepare InPage document

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Create a new Document in InPage
· Insert images and objects	
· Perform formatting and style setting
· Print the document


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

	1. Launch InPage
	
	
	

	2. Select the document type as per requirement  
	
	
	

	3. Select page size as per requirement
	
	
	

	4. Set the Language as per requirement 
	
	
	

	5. Set language layout preference 
	
	
	

	6. Create  Document
	
	
	

	7. Select the element as per requirement 
	
	
	

	8. Insert the object at desired place as per requirement 
	
	
	

	9. Set font styles
	
	
	

	10. Set font color 
	
	
	

	11. Perform paragraph formatting as per requirement 
	
	
	

	12. Perform spell checking 
	
	
	

	13. Perform grammar checking 
	
	
	

	14. Open the document to be printed in InPage.
	
	
	

	15. Select print from file menu 
	
	
	

	16. select the printer
	
	
	

	17. Select the number of copies to be printed 
	
	
	

	18. Select range for printing 
	
	
	

	19. Print Preview the document before printing 
	
	
	

	20. Click print
	
	
	


Candidate’s Signature__________________ Assessor’s Signature____________________
Date: _______________________________















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

	Competency Standard
	6. Prepare InPage 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

	· Create a new Document in InPage
· Insert images and objects	
· Perform formatting and style setting
· Print the document

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

	1. 
	Launch InPage
	
	
	

	2. 
	Select the document type as per requirement  
	
	
	

	3. 
	Select page size as per requirement
	
	
	

	4. 
	Set the Language as per requirement 
	
	
	

	5. 
	Set language layout preference 
	
	
	

	6. 
	Create  Document
	
	
	

	7. 
	Select the element as per requirement 
	
	
	

	8. 
	Insert the object at desired place as per requirement 
	
	
	

	9. 
	Set font styles
	
	
	

	10. 
	Set font color 
	
	
	

	11. 
	Perform paragraph formatting as per requirement 
	
	
	

	12. 
	Perform spell checking 
	
	
	

	13. 
	Perform grammar checking 
	
	
	

	14. 
	Open the document to be printed in InPage.
	
	
	

	15. 
	Select print from file menu 
	
	
	

	16. 
	select the printer
	
	
	

	17. 
	Select the number of copies to be printed 
	
	
	

	18. 
	Select range for printing 
	
	
	

	19. 
	Print Preview the document before printing 
	
	
	

	20. 
	Click print
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	6. Prepare InPage 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. 
	How does InPage handle spell-checking in Urdu?
	
	

	2. 
	
	
	

	3. 
	Describe the purpose of the "Zoom" feature in InPage.
	
	

	4. 
	
	
	

	5. 
	Explain the significance of Nastaliq font in InPage.
	
	

	a. 
	
	
	

	6. 
	Describe the keyboard layout used for typing Urdu in InPage.
	
	

	7. 
	
	
	

	8. 
	How does InPage handle the alignment of Urdu text?
	
	

	9. 
	
	
	

	10. 
	Explain the role of the "Column and Margin Guides" in InPage.
	
	

	11. 
	
	
	

	12. 
	What is the purpose of the "Master Page" in InPage?
	
	

	13. 
	
	
	






	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________






















	Answer Key

	1. 
	InPage includes a spell-check feature for Urdu text, helping users identify and correct spelling errors in their documents.

	2. 
	The Zoom feature allows users to magnify or reduce the view of the document on the screen, making it easier to work on details or view the entire page.

	3. 
	Nastaliq is a calligraphic script used for Urdu. InPage uses the Nastaliq font to mimic the traditional handwritten style, providing an aesthetically pleasing appearance to Urdu text.

	4. 
	In InPage, the keyboard layout is phonetic, where Urdu characters are mapped to English letters based on their phonetic sounds.

	5. 
	InPage provides various alignment options, including left, right, center, and justified, to cater to different layout preferences for Urdu documents.

	6. 
	These guides help users set up columns and margins for their documents, assisting in creating a structured and well-organized layout.

	7. 
	The Master Page is a template that contains formatting elements applied consistently across multiple pages, ensuring a uniform look throughout the document.




Assessment Tasks
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/ Junior Network Technician

	Competency Standard
	6. Prepare InPage document

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	1. Create a Newsletter in InPage
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