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OBSERVATION CHECKLIST
	Candidate’s name & Registration No. 
	

	Assessor’s name & Reg. code
	

	Venue of Assessment
	

	Date of assessment
	

	Items to be evaluated: Please award marks as appropriate. Give a brief comment on your observation.
	Marks available 
	Marks obtained 
	Comments

	1. Identified the hardware and software requirements 
	3
	
	

	2. Identified installation requirements.
	2
	
	

	3. Partitioned the disks as per users’ requirements 
· Deleting partition correctly    1
· Creating partition correctly    2       

	

3
	



	

	4. Formatted the disks as per users’ requirements 
· Choosing the boot drive                           1
· Choosing the Filling system                    2 
· Completed the formatting process           3
	


5
	
	

	5. Demonstrated understanding installation process 
· Observe safety precautions                            2 
· Insert the Drive with Operating system correctly                                                         2
· Restart the computer                                      1 
· Choose the boot device                                  1  
· Configure the BIOS                                       1 
· Partition the Disks                                         2  
·  Restart the machine                                      1        
· Choose the filling system                              1
· Format the boot disk                                      2
· Install the OS                                                 1 
· Customize the setting                                     2 
· Complete installation                                     1 
	








17 
	
	

	6. Identified the necessary software requirements 
	2
	
	

	7. Demonstrated understanding of backing up data 
	2
	
	

	8. Identified basic tools for program windows 
	2
	
	

	9. Identified the appropriate software’s
	2
	
	

	10. Demonstrated understanding of the windows environment 

	1
	
	

	11. Demonstrated understanding of different features of email software
· Identified the software                             1
· Opened email software                            2
· Composed email                                      2
· Typed and edited the task                        1
· Attached documents                                 2
· Created appointments                              2
· Created contacts                                       2
· Screen shot the work                                1
· Saved the work correctly                         2
· Printed the tasks                                       2
	








17
	
	

	12. Implemented program security measures as per the existing ICT laws
	2
	
	

	13. Verified output data to ensure it conforms to the user requirement
	2
	
	

	Total 
	60
	
	

	ASSESSMENT OUTCOME

	The candidate was found to be:                
                                                 Competent                   Not yet competent


  (Please tick as appropriate)
(The candidate is competent if s/he gets 75%. )

	 Feedback to candidate:

	 Feedback from candidate:

	  Candidate’s Signature                                          Date
 ------------------------------                             -----------------------------

	 Assessor’s Signature                                              Date
 ------------------------------                             -----------------------------
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