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INSTRUCTIONS TO ASSESSOR 
This paper consists of THREE tasks.
The candidate is required to perform ALL the tasks.
The candidate is allocated 10 MINUTES to familiarize with the work station.
The assessor should check whether all the resources have been provided.


  










OBSERVATION CHECKLIST
	Candidate’s name & Registration No.  
	 

	Assessor’s name & Reg. code 
	 

	Unit(s) of Competency 
	 

	Venue of Assessment 
	 

	Date of assessment 
	 

	 (Award marks if the candidate performed the task correctly and no marks if the candidate did not perform the task correctly. Give a brief comment where marks have been awarded).) 

	Items to be evaluated: 
	Marks Available 
	Marks Obtained
	Comments 

	Adheres to prescribed safety procedures as per workplace procedures. Observed personal and equipment safety.
(Award 1 mark for adhering to prescribed safety procedures)
	1




	
	

	TASK 1
a) Candidate is able to identify resources given.
(Award ½ a mark for each resource identified)
b) Candidate is able to assemble and start up the computer.
(Award 4 marks if the computer is assembled and 4 marks if starts up correctly)
c) Creates a folder on the desktop and names it TVET1. 
(Award 2 marks if able to correctly create a folder and on the appropriate place the desktop)
	

6



8



2


	
	

	TOTAL
	16
	
	

	TASK 2


		
	
	
	

	d) Pins the folder created above on the task bar.	
(The student should be able to show knowledge of the various parts of a Microsoft window. (Award marks once the appropriate position is located).
	
2



	
	

	e) Opens a word document and saving it TASK 1 in TVET1 folder.	
(Award a 1 mark if opened the correct Microsoft office document and 2 marks for saving the word document.)

	

3
	
	


	f) Sets the page orientation to landscape with margins pf narrow.
(Award a 2 mark if [age orientation is set to landscape and 1 mark for correct applied margin)

	

3


	
	

	g) Inserts a header of your name and admission number and a footer of your school’s name from the one paged document.
(Award 2 marks for correct header and 2 marks for correct footer)
	
	
4


	





	




	h) Creates a water mark of CONFINDETIAL on the one-page document	
(Award 2 marks if the watermark is visible)
	

2
	
	

	i) Saves the work on the folder created. 		
(Award mark if the work is saved on the appropriate folder).


	

2


	

	





	TOTAL
	
15
	
	

	TASK 3
j) Opens a PowerPoint document and saving it TASK 2 in TVET 1 folder.         
(Award 1mark on opening of the specific software application PowerPoint and 2 marks for saving the work.)

k) Creates 4 slides and typing in; YELLOW, RED, PINK, and BLUE in each slide respectively. 
Award 2marks for all slides created, and 2marks for typing in the words appropriately and respectively in each slide.)

l) Applies transitions and design theme of blue backgrounds.
(Award a mark for applying a transition effect and another mark for applying a design theme of blue as the background
	            

            
            3





  4
            

            

         3




	
	

	m) Ability to insert slide number, date and time to all slides
	3
	
	

	n) Ability to apply animation effect on slide 1 text
	1
	
	

	o) Saves the work on the created folder.
(Give a mark for saving on the respective folder.)
	1
	
	

	TOTAL
	15
	
	

	SUB TOTAL
	50
	
	

	The candidate was found to be:                 
              Competent                   Not yet competent         (Please tick as appropriate)  
 

 
(The candidate is competent if s/he gets 8 out of the 15 items correct (above 60%). In addition, the candidate must get items in TASK 1, item d,f,g, h ,I and m correct) 

	

	Feedback from candidate: 

	 

	

	Feedback to candidate: 

	 

	Candidate’s signature: 
	Date: 
 
	 

	Assessor’s signature: 
	Date: 
	 




THIS IS THE LAST PRINTED PAGE.
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This paper consists of 5 printed pages.

Candidates should check the question paper to ascertain that all pages are printed as indicated and that no questions are missing.
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