

	Candidate Name:
	

	Assessor Name:
	

	Course:
	Digital Matters:  Live Learn and Work in a Digital World Learner Engagement Activity Program (LEAP) 6-8 SCH  Term 4 2020 COVID Impacted

	Date of Assessment:
	

	Procedure:
	Operate a personal computer

	During the demonstration of skills did the candidate:
	Yes
	No
	N/A

	Apply OH&S
	
	
	

	Define components of a computer & define Operating system and boot-up
	
	
	

	Start the computer safely
	
	
	

	Apply mouse skills
	
	
	

	Access Control Panel to manage computer settings
	
	
	

	Customize Desktop
	
	
	

	Close applications
	
	
	

	Shut down computer safely
	
	
	

	The candidate’s performance was:
	( Satisfactory
	( Not Satisfactory

	Feedback to candidate:



	Assessor signature:
	


	Candidate  Name:
	

	Assessor Name:
	

	Course:
	Digital Matters:  Live Learn and Work in a Digital World Learner Engagement Activity Program (LEAP) 6-8 SCH  Term 4 2020 COVID Impacted

	Date of Assessment:
	

	Procedure:
	Create a simple Word document

	During the demonstration of skills did the candidate:
	Yes
	No
	N/A

	Locate Office Word & open
	
	
	

	Create a new blank document using default template
	
	
	

	Enter text and apply simple formatting
	
	
	

	Insert Clip Art & format Clip Art
	
	
	

	Print document
	
	
	

	Save document and exit Word 
	
	
	

	The candidate’s performance was:
	( Satisfactory
	( Not Satisfactory

	Feedback to candidate:



	Assessor signature:
	


	Candidate Name:
	

	Assessor Name:
	

	Course:
	Digital Matters:  Live Learn and Work in a Digital World Learner Engagement Activity Program (LEAP) 6-8 SCH Term 4 2020 COVID Impacted

	Date of Assessment:
	

	Procedure:
	Understand and use a browser


	During the demonstration of skills did the candidate:
	Yes
	No
	N/A

	Locate and open browser
     
	
	
	

	Identify features of browser
	
	
	

	Locate Folders and drives in Navigation Pane
	
	
	

	Open Documents Library & copy files to Document Library
	
	
	

	Print files from browser
	
	
	

	Select multiple files & copy and paste files
	
	
	

	Create folders and name
	
	
	

	Copy folders & files to a USB flash drive
	
	
	

	Delete files & folders
	
	
	

	The candidate’s performance was:
	( Satisfactory
	( Not Satisfactory

	Feedback to candidate:



	Assessor signature:
	


	Candidate Name:
	

	Assessor Name:
	

	Course:
	Digital Matters:  Live Learn and Work in a Digital World Learner Engagement Activity Program (LEAP) 6-8 SCH  Term 4 2020 COVID Impacted

	Date of Assessment:
	

	Procedure:
	Manage Folders & Files

	During the demonstration of skills did the candidate:
	Yes
	No
	N/A

	Save files and folders to Flash Drive


	
	
	

	Explain the purpose of the Recycle Bin
	
	
	

	Locate deleted files and restore
	
	
	

	Delete all files and folders
	
	
	

	Empty Recycle Bin
	
	
	

	The candidate’s performance was:
	( Satisfactory
	( Not Satisfactory

	Feedback to candidate:



	Assessor signature:
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