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Instruction Sheet for the Candidate 

	Qualification
	Machinist Level-3

	Competency Standard(s)
	0715MMT3502. Develop Basic computer operating skills

	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 the given time frame. 
1. Operate MS word
2. Operate MS Excel
3. Operate MS Power Point
4. Perform Browsing
5. Print Document
Activity: Complete a series of tasks including creating a Word document, developing an Excel attendance sheet and designing a PowerPoint presentation.

	Time: 3:30 hrs.
	During a practical assessment, under observation by an assessor, you are required to

· Create a Word document titled "Workshop Safety Procedures," inserting three specific images related to safety signs, and save it in the "Safety Documents" folder.
· Develop an attendance sheet in Excel for "Workshop Participants," calculate attendance percentages accurately for 10 students.
· Design a PowerPoint presentation titled "Implementing Safety Precautions in Workshop," with at least three slides covering key safety measures.
· Conduct an online search for the "CNC Machine," download the images, and save it in the "Machinery Research" folder.
· Print the "Workshop Safety Procedures" document, ensuring correct printer settings, orientation, and page layout.

	Minimum Evidence Required
	




Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	Machinist Level-3

	Competency Standards
	0715MMT3502. Develop Basic computer operating skills

	Assessment Task
	1. Operate MS word
2. Operate MS Excel
3. Operate MS Power Point
4. Perform Browsing
5. Print Document
Activity: Complete a series of tasks including creating a Word document, developing an Excel attendance sheet and designing a PowerPoint presentation.



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

	1. [bookmark: _Hlk51069468]Create a Word document titled "Workshop Safety Procedures," inserting three specific images related to safety signs, and save it in the "Safety Documents" folder.
	[image: ]
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	2. Develop an attendance sheet in Excel for "Workshop Participants," calculate attendance percentages accurately for 10 students.
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	3. Design a PowerPoint presentation titled "Implementing Safety Precautions in Workshop," with at least three slides covering key safety measures.
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	4. Conduct an online search for the "CNC Machine," download the images, and save it in the "Machinery Research" folder.
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	5. Print the "Workshop Safety Procedures" document, ensuring correct printer settings, orientation, and page layout.
	[image: ]
	[image: ]




Candidate’s Signature___________________		Assessor’s Signature______________
Date: ________________________________


Assessors Judgment Guide 
	Qualification
	Machinist Level-3

	Competency Standard(s)
	0715MMT3502. Develop Basic computer operating skills

	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 
	1. Operate MS word
2. Operate MS Excel
3. Operate MS Power Point
4. Perform Browsing
5. Print Document 
Activity: Complete a series of tasks including creating a Word document, developing an Excel attendance sheet and designing a PowerPoint presentation.

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

	1. 
	Create a Word document titled "Workshop Safety Procedures," inserting three specific images related to safety signs, and save it in the "Safety Documents" folder.
	
	
	

	2. 
	Develop an attendance sheet in Excel for "Workshop Participants," calculate attendance percentages accurately for 10 students.
	
	
	

	3. 
	Design a PowerPoint presentation titled "Implementing Safety Precautions in Workshop," with at least three slides covering key safety measures.
	
	
	

	4. 
	Conduct an online search for the "CNC Machine," download the images, and save it in the "Machinery Research" folder.
	
	
	

	5. 
	Print the "Workshop Safety Procedures" document, ensuring correct printer settings, orientation, and page layout.
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	Machinist Level-3

	Competency Standard(s)
	0715MMT3502. Develop Basic computer operating skills

	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. 
	PDF stand for.
	
	

	2. 
	
	
	

	3. 
	Save command in Microsoft.
	
	

	
	
	
	

	4. 
	Print command in Microsoft.
	
	

	5. 
	
	
	

	6. 
	Cut Command in Microsoft.
	
	

	7. 
	
	
	

	8. 
	New Page create command in Microsoft.
	
	

	9. 
	
	
	




	
Feedback to the Candidate

	

	

	

	

	

	

Candidate’s Signature___________________ Assessor’s Signature ____________
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