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

	Competency Standard
	9.    Browse internet and Manage Emails

	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 01.5 Hrs. time frame (for practical demonstration & assessment):
· Perform browsing using different browsers
· Create email account
· Send/Receive Emails

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

	Minimum Evidence Required
	1. Perform browsing using different browsers	.
· Browse websites using different Browsers.
· Download / upload files, images and videos. 
· Save/retrieve files and digital media. 
· Manage browser settings.
· Manage browser Extensions.
· Perform bookmark of URLs.
2. Create email account 	
· Create personal and official mail accounts.
· Login and logout mail account.
· Perform settings of created mail account.
· Backup and Restore of mail account.
3. Send/Receive Emails	
· Compose Email. 
· Attach different files with mail. 
· Send/Receive mails.
· Manage Spam mails.







Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	9.    Browse internet and Manage Emails

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Perform browsing using different browsers
· Create email account
· Send/Receive Emails


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

	1.  Browse websites using different Browsers.
	
	
	

	2. Download / upload files, images and videos. 
	
	
	

	3. Save/retrieve files and digital media. 
	
	
	

	4. Manage browser settings.
	
	
	

	5. Manage browser Extensions.
	
	
	

	6. Perform bookmark of URLs.
	
	
	

	7. Create personal and official mail accounts.
	
	
	

	8. Login and logout mail account.
	
	
	

	9. Perform settings of created mail account.
	
	
	

	10. Backup and Restore of mail account.
	
	
	

	11. Compose Email. 
	
	
	

	12. Attach different files with mail. 
	
	
	

	13. Send/Receive mails.
	
	
	

	14. Manage Spam mails.
	
	
	



Candidate’s Signature__________________ Assessor’s Signature____________________

Date: _______________________________




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

	Competency Standard
	9.    Browse internet and Manage Emails

	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

	· Perform browsing using different browsers
· Create email account
· Send/Receive Emails

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

	1. 
	 Browse websites using different Browsers.
	
	
	

	2. 
	Downloaded / uploaded files, images and videos. 
	
	
	

	3. 
	Saved/retrieved files and digital media. 
	
	
	

	4. 
	Managed browser settings.
	
	
	

	5. 
	Managed browser Extensions.
	
	
	

	6. 
	Performed bookmark of URLs.
	
	
	

	7. 
	Created personal and official mail accounts.
	
	
	

	8. 
	Logged-in and logout mail account.
	
	
	

	9. 
	Performed settings of created mail account.
	
	
	

	10. 
	Took Backup and Restored of mail account.
	
	
	

	11. 
	Composed Email. 
	
	
	

	12. 
	Attached different files with mail. 
	
	
	

	13. 
	Sent/Received mails.
	
	
	

	14. 
	Managed Spam mails.
	
	
	

	Competent 
	Not Yet Competent 


Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	9.    Browse internet and Manage Emails

	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. 
	What is the purpose of a web browser's "incognito" or "private browsing" mode?
	
	

	2. 
	
	
	

	3. 
	How can you clear your browsing history in most web browsers?
	
	

	4. 
	
	
	

	5. 
	Why is it important to choose a strong password when creating an email account?
	
	

	a. 
	
	
	

	6. 
	What is the purpose of the "To" field when composing an email?
	
	

	7. 
	
	
	

	8. 
	What is the difference between "CC" and "BCC" when sending an email?
	
	

	9. 
	
	
	

	10. 
	What is the purpose of the "Subject" line in an email?
	
	

	11. 
	
	
	










	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________












	Answer Key

	1. 
	It allows users to browse the internet without saving browsing history, cookies, and site data.

	2. 
	Usually, it can be done through the browser settings or using a keyboard shortcut like Ctrl+Shift+Delete.

	3. 
	A strong password enhances security and helps protect the email account from unauthorized access.

	4. 
	It specifies the recipient(s) of the email.

	5. 
	: "CC" (Carbon Copy) includes recipients visible to others, while "BCC" (Blind Carbon Copy) keeps recipients hidden.

	6. 
	It summarizes the content or purpose of the email, making it easier for recipients to understand.




Assessment Tasks
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/ Junior Network Technician

	Competency Standard
	9.    Browse internet and Manage Emails

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	1. Open a web browser (e.g., Chrome, Firefox, Safari, Edge) on your computer
2. Sign up and create a new email account with a popular email service provider (e.g., Gmail, Outlook, Yahoo).
3. Compose and send an email from your newly created email account to another email address.
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