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FOREWORD

The National Vocational and Technical Training Commission (NAVTTC) extends
its gratitude and appreciation to representatives of business, industry, academia,
government agencies, provincial TEVTAs, sector skill councils, and trade
associations who dedicated their time and expertise for the development of the
National Vocational Qualification for Level-2 Plumber (Civil Technology). This
work would not have been possible without the technical support of these experts.

It is worth mentioning that all the experts from Industry, Academia, and TVET
experts from TEVTASs, BTEs, and PVTC worked diligently to make this qualification
valuable and error-free, for which all credit goes to them. However, NAVTTC
accepts responsibility for any errors and omissions that may still be present in the
gualification document.

The development of Skill Standards is a dynamic and ongoing process, and the
competency standards need periodic review and updating due to constant
technological advancements, developments in scientific knowledge and growing
experience of implementation at the grassroots level as well as industry demands.
The NAVTTC, Government of Pakistan, will ensure that the qualifications remain
up-to-date with the changing demands of both national and international job
markets.

Executive Director (NAVTTC)
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(Maintain Workplace Safety)
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(Ensure use of Personal Protective Equipment-PPEs)
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(Accident Report Form)
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(Maintain Fire Extinguisher)
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(Maintain First Aid Box)
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e Jeduserid £ Qe Fe Sl by e
(Metric Rule)Js, %
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Ll e L U 104 R S5l U 2L G 1000 A5 e b1k (cm)
gL LR EF VRS0 A e b2 2

Kilo Meter (m) Decimeter Centimeter Milimeter
Meter (Km) (dm) (cm) (mm)
1 1000 10,000 100,000 1,000,000
0.001 1 10 100 1000
0.0001 0.1 1 10 100
0.00001 0.01 0.1 10 100
0.000001 0.001 0.01 0.1 1

(Imperial / British Steel Rule) Judfﬁj/.l‘f“/;{l
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(Vernier Caliper)f&’f};
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METRIC SCALE DEPTH MEASURING
BLADE
Sliding Scale
EXTERNAL
awe

(Micro Meter)}fu?l.

L“ndlﬁ‘”iéLf./:’.’fiug}.:wfjd/ﬂj))d_c‘-ﬂ}ﬂuygﬂbé./gfllafg(Accurate )d’/../;giup';
S 10.001mm 2 A A bl Lt B £ Ul P 5ok 10.01mm g bl oo
_ugz_n,,y“v;uﬁ.a&l.u‘iu

ratchet knob

thimble

frame ‘

(Gauges) j.(
(Radius Gauge)é'//luf
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(Types and Uses Of Radius Gauge) Jlﬁ"’l(é’/@f
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«

(Feeler Gauge) @/K)f
(Use Of Feeler Gauge) Je G

L 3100 £ Gery i E 1o QD £ E e thibQund urn G X
PR

(Thread Pitch Gauge) G‘%d}g

L n(Blades) re el Bl FedUE Eind Zoe o 525
CufFuae-Lureutufe 28 Sn e x L ud JodbLuFe i 2
S duyin ASUE L

(Thread Center Gauge) Cff“é/?
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Thread Center gage
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(Tool Grinding Gauge) ijiél/di

e Qe SIS Sar o Sy L Sl o SRS 2
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LS.W.G mm LS.W.G mm LSW.G mm
1 7.62 11 2.95 21 0.81
2 7.01 12 2.64 22 0.71
3 6.40 13 2.34 23 0.61
4 5.89 14 2.03 24 0.56
5 5.39 15 1.83 25 0.51
6 4.87 16 1.63 26 0.46
7 4.47 17 1.42 27 0.38
8 4.06 18 1.22 28 0.37
9 3.65 19 1.02 29 0.35
10 3.25 20 0.91 30 0.32

(Snap Gauge) ﬁ';,a*
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- P dF b
P -u:'.."/;jLU_J) f_‘l
..»é(’:(/‘ g
b s g,,ﬂo?wéuf,iﬁg
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hy
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SIFL A b Fitotie e (S & o2 G (Limiting) Uk 00 ST A
b Fefe e G ba s & oot Faslic o it Zsonl UF
Sl a(Go)y " o Zl L AUt K b T L S S
Pl b bt Ues e 10 e 6P IS e B i 28 (Not Go) "
_Lguy/;éu}'ﬁ.@uﬁuff
(Engraving of Limit Snap Gauges) dz%ﬁ%@i&*d

el b (2 0.05mm 1) AN S 6y B oA S (e (o B
Ll S P e bl B0 00 et e 8m5”@§(neviation)&"u@/uﬁv
uleJu»@/v dmu_¢&xdw5@Jdl,,»,;£./_L/vJ/J1oo_u~¢x/;/u/
e QB G P Lot a5 iju‘fﬁff LUt
(Use of Snape Gauge) L‘/UW’/@'KV,?‘

NSV YT gl

-é;tgtmﬁvng@(é,l,@ )

el fE 3
(Limit Plug Gauge) {.@J
Syt Gt Has(Not Go) "It sl(Go) " " Forll Flmlic wbinl fe FUt Bk 2
st s e (usne FoFF st o pinad STl mz 655
-z btlie = TAL Al e bl

Nominal diameter

’— Tolerance
g . o p et S P w4 e g «
=S 4 -Go--] —-——+ j—-—-—-25H8 —-—— +33 {4+ -—tF-a-- —
- [<]
wn L
o = o
.
Minimum size L :.;.\L.-/u{,u Maximum size

(hm) A F G
(Thread Limit Gauge) 6'//.:«),?;/7

Aol e d L E e Rapidly)es sy # EUE e /0SS 12 B
ped S L SAL Gy Pt Sunindamg (rF (Not Go)d bl (Go) LAY
eontg o Loguime (o O erd e b tpLanl e QUi e uiig
S35 BPb L Bk O e 1o e UL 4 (Core Diameter) #4001 B 3y 2t
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(Ring Thread Gauge) Z}Cﬁ}.ﬁ
éi@.ufflg&nijlubg,,@ugi;;d/dzfrﬂc‘_ L"nupdlﬁ"l K@C@uﬁuﬂéjﬂ_bL& LNy
-f/.,gg/ﬁ@ﬂbééuygﬂ.c‘_ byl Tmncate/{ﬁf&t.*&n@/g}/gdug

(Vernier Height Gauge)@f&yﬁ;

(SR B SSBSunur E AS S e B Sl S e su S B £
:C‘_m%urﬂu@w@f%g-c‘_muﬁ 0.02mm}0.001 inchLs+

(Scriber) ;’%.4 (Vernier Slide)7 k- £s-3  (Beam)(®-2  (Base)U -1

e Tt e P e U e S5 et Ly Fe i
Fragre BIP_ U Y -Axis s X-Axis S2-e b A P = Emd L3 ST
(Trignometery) =y FA - L Brl nd L& S FeFeE3 Sonrta il bt imd
_ugd/,/u?gau;g/putdt&uiu'@w‘gﬂ gfw,,u_m.g@ j);_‘gtt?“uul,/u’fg

—e bt bl

A FSa s

-UQ/JVC/’U’?"%&:—'%;JJ& 33

Main Scale
Vernier Scale
Fine

Adjustment
Clamp

Base

Measuring jaw
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(Tri.Square)( v VeIt 474

S bt S sl QUG b St Sl St i 2 14
SO LT 808, P (590 vl o LS e sil o 90 b
e (PG 136 906 K 5 e s

(Scriber) /:’l/ﬂ

Uil bt A FE S e e £ L i, S elos A
AR Ry NS A (Y S A RV SRS (g N F (Y . NP
UAC et s e BB e U M e L i L el
_ugz_lgyc,&v%p,tz.guf;ﬁc,

(Center Puch)é’}:‘
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(Angle Plate) J,:;&,f{.l
At et et Fore Qe SUin L LI Kt le 6l SLGE
_ELIRT b S

(Spring Divider)/,‘giﬁj/,:
LA S b ey S P e L b Qbbb AU P U b et S8
St S /Luu,uugandv"‘“’}?ufe’»,_unggéJL»“wt“LLa’_éuL“‘JLuu’nguf
Sl sa§ G Sty e o fFL 3 Lol
2 2 3UF 10 inch e 3 inchitys B d s s Gy bl Qb Soby UL, 26

(Importance of Clamping Job):/,fzid/é./muj'u@
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KXKLJIJ@?@W]K g@:@ffc G S Pt/ #jviu”xﬁ”fqgu’ff/
S e 1o o S st (ot (Damage)o o 9 § P .24
e e S S G S
(Bench Vice and Clamping) V@’iglujb @'

B G e g B ) A I AT, E e (e SUe A AT e
2L e ABTS L e tohe Bt b uin L (Eon £ F
e Onded s et S 7 L S L )il S L

MOVABLE JAW PLATE
JAW

FIXED JAW

Fig. 1. Machinist’s vise with
a swivel base. protect finished surfaces.

WEU22 AL e 2B (Caps) U8 b Ut s P S A e I
TS A EIsUEAEE. s AL - A S (&wf.)awjt/‘fs;_‘af
_.LL&}'ZJL’:“"I
(Bench Work Tool) JJJ: @'

:@Lndvpldigf“;’gp/?/k(uuﬁ.ﬂ:é"
Sl -1

Ry /M s Bl S ;*ilﬂ&{fﬁgd:s
Ji& 2
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Jite .4

s Al
(Job Selection)_ 1Kl

Mg S NS Gl i st B L& Setsinb f 3L 356
I SIE ST
(Sawing)fﬁjlf

et Skt i o2l 3L (Sawing Blade) 44t 2 AL T ¥
Ll S bl gp S dinsles ol Ay e WL et (Strip)liG s LKz bos
UGBt unt
(Hand Hacksaw)l,-..’v/",t'j

1t 2 L G602l 2 2 st s & S S ¥ Udlinsles 72 Hacksaw
Het 2l bl S Easn A g e LK I e et sulUie
U & »rHand-Hacksaw($d_s £} Hacksawd_s . T 12 & Urrb_ g 2 66 W e 57
e tbLE L E A PUCE L5 e G b W Lt

ADJUSTING SCREW

WING NUT
ADJUSTER

(Parts of Hand Hacksaw) &L L.ktty

e m& U (Hand Hacksaw) lrgfij
Sicka | ki S33 Jhr 2 EA1
_UZL!Z?.({"“JU.‘."’L:"U;/?A%&J{(:/'
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(Solid) Us*-1
(Adjustable) J+e.241_2

E14412./2 = 8¢ Adjustable G-t &bz b2 L e[Sk U Ab LI ~E jus
Wlrr i\ G L L vt Lol f ko e e S i nduds
LW e B Hacksaw e sa§ 20 AS 1 b T AL P the St
_e bl
(Cutting Blade) kuns(i”
L LSRR L e gt & L e St Pl oo b 5y S QU 26000
¢ bt UL (Pushing Strokes)s u&%@._% s 25w\ 316 Hacksaw
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A4S
(Setting of Haksaw Blade)t/ 4} Skt
VYL
S R Y B R |
VoL d Ky AL
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2 /Jé{{
f(ﬂ)iﬁu@jt{.ﬁhfﬂéé_:
(Marking,Clamping,Sawing)

SAW Cutts

26mm

155mm 3mm

(S 2l
25mmx o L2 AANE B AT U il A G L
157mm
Ny
SIS LSS -1
e S E s 2
B BN R S o
S b AN F e SSi3F 4
e S E S AT eSS SR % s
—Un AL TerSudinl ik _6
S L UEF I et T
LU id felvs
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20y G/
Bt
(File the Workpiece)

27l

KI5 i GRS NG I L S 1L e BTt 2y
3 Il BT e U S QL K3 S B B S L
B SESFAL Bt Fie
:él}(}fjj

ros S ¥ s FOUIG 2 BPIL 2y U

LES_EWH BN G L e Sl

_E S BESIGL S NSOl K Fi e

LS B &I S el ks P B

& S} E(Surface Finish) Jﬁw‘"/my’ Ll s
—e Bbl i AL PPEUA Ly d
(Filing) &
R E B I i e eSS
,J»u’f,u%dyuﬁ(ﬂ’sjjﬂ/?‘gdp(uﬁ}:.%ﬁéTJi@ngﬂ’sc)JJWuéL,?«
e G K&fmgéwﬁ%fyﬂ
(File) 6

e b Sz i ted sl SV AUl e IS
(Material of File).} 26/
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(Parts of FiIe)&LJ/G

& n 2 ol S

(Tang) & -2 (Handle) i -1

(Face) ° -4 (Heel) Jf .3

(Tip -6 (Bdge) &1 -5
(Length) di/

g 6L E (Heel) S = (Point) ity £ 138 S

(Types of File according to Shape)rLl"lJJ/GQL’QLJ‘“
s oSS UL

Flat file e &165‘ |
%
7 '

(Square File) & 1JI%-2

(Triangular File) /(}f.f%

(Round File) & /Jf.4

(Half Round File) §/J//%-5

(Types of File According to Cut)rLl"ld/J/GcJ;lJLJ
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(Single Cut File) S/ _1
L LA G L GE 1L 1t dnGRows Sl So S B

\'\\( /{,f"
- SINGLE - CUT

(Double Cut File) Joe/fs -2
b STz d 1l SOL g1y I S en diS2e 3 GRows i, Jb oS U
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(Rough File) J/B_J/ -1

(Coarse File) J/Gu’// 2
(Basterd File) JL?/‘L 3
(Second Cut File) J6 o/ %C _4
(Smooth File) J6.54 _5

(Dead Smooth File) J/Gz»’}’,gé’ -6

——

]
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(Use of File)Jw15_f6
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Fig. 2. File card and brush. Fig: 1 The correct way to hold a fie,
(Draw filing) &6 13
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~~ WORK
R\ — SINGLE - CUT FILE
5/ 5 e \
, )

Drawfiling

(Safe Clamping of Workpiece) ..ﬁ,‘:i:“fd/uf'.ﬂ:

& oy AU A AL B
(Bench Work Tools) /&

& oy SN e N LI E
(Needle File)J6J %

LNy B Poa-t S F e Sl A S KU A Sy
e QS QTS e VT e su Sl F Ol L sk ol

(Perform Clamping of Workpiece).‘ég)KL/..rc@;lg
Gyt S 1 P S
(Use of Measuring tools)dl‘a‘l{/l))lu‘yg
(& oy IS e S
(Importance of Safety Precaution) q&td}.l}&l’.ﬁ?
& oy SIS 1l AL AP
P e &bl At Cm L KL I
(Disposal of the Waste Material after Bench Work)
s e s Soe FTSU 27 il r6, B L G Lice
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1 /Jé{{

(Parallel Filling) &6/
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2 /Jé{{

s ﬁc‘ﬂ C’ ’)}/’fﬂlﬁdﬂf"
(Parallel Filling, Curved Edge, Square Filling)
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3
(Carry Out Drilling)

27l
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(Safety Preaction for Drilling) —f.32_1; 215
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(Defination of DriIIing)by/‘."d/..ﬁA

_nEseASc oL e SISl 2B S S IS o
~JrEnl U e 5L s S 1)

95 44 U) Ak ogix



(Parts of Dril)&2L 3
el S g L S L 2 L e

(a) Flute  Helixangle Drill axis
< > h

T Drill
—_7| diameter
!
Tip

(Operation of Drill Machine) 2T
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(Boring) o
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(Counter Boring) .1 £3§
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(Driling, Counter Boring, Counter Sinking, Spot Facing, Machine

Raming)

Counter Boring & Machine Reaming

Counter Sinking

Drilling & Spot Facing
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PLUG TAP
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(Perform Hand Reaming)
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(Perform riveting) jz/(104
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Number of rows - single-row, multirow

Double-row parallel lap riveted joint

Arrangement of rivets - parallel, zigzag

Double-row zigzag butt riveted joint
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Riveting hammer

Zneend (15400 el 200 - end #1200 =01 50 wisbPur 355 0
2y I )

Riveting hammerRivet setter
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Rivet header
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Rivet support (counter holder)
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Clamping tools
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Calculations for the selection of rivets
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The diameter of the rivet shank shall be at least one quarter of the thickness of all plates
to be riveted - formula:

()36 g Ser S A1 6 ey

D = diameter of the rivet shank

UK

s = thickness of all plates to be riveted (clamping length)

derduste

o]
Yn =

Q I
’.

Riveted joint
1 - Diameter of the rivet shank
KRy,
2 - Length of the rivet shank
3- Allowanceél/ d/ v@;"qj J
4 - Clamping lengthu“] 3y
S

leguﬁag/Using Rivet gun
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Sheet metal riveting tool
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(Install Pipes, Fitting & Valves)
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f’d’;m Je (LEhs
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Conclusion £
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(Measuring) J'ig-5.1.3
IS LB B S Erdd s, Fre £l ;.G”(/wi%(Marking and Measuring) (o8I F gjj uﬁﬂ
-gﬁﬁTﬂ&un/,ncf;g‘fﬁ u’:‘ﬂwJJU?/’gn;éij@mw,uwﬁ_gwlf
(Measuring Process) Ji 1 "k,
e Lt iend L TPl SFA
g LL S Py
_q/_,gg/?mGer:@p!J.’;g&waJjwfd;uﬁfuszq/_@%us .
I e ﬁ‘mdsch?g.fwééf G SIS e

| Page158 QU AW G 5LE



,u:/@_,PWOD) )&Jp/;IID) )(}u/l?n&@.@ uﬁggﬁu/_{;féis&%m&}m °
Lpsie B SE _?/gfw;bééuéuuf,’ééuz,@:uf,?pmudw .

Wl s el L H,

Je1 (L6l
éﬁcj,L(jUd;f’& .?«jf/‘x‘Measuring Tape

ééij?Jﬁ&Jﬁ/;!&ul!a:?fg /:f?//’:quemier Caliper
4.»:_,6%&/»/,'3/5&,{ J.'.CIJ:“!Steel Scale
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(Cutting Tools for Plumbing));ﬂ L hsd_n et ﬂ -5.1.4
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I Ay Je (eI
PVC,GI, PPRC LLEG e ST EiHacksaw
PVC, CPVC, PPRC L L Bz # Pipe Cutter
Copper, Aluminum cj. LK ,/k&b)& /J/ — £ Tube Cutter
GI, Steel 4.1./&&@2.% 4 l/ JélAngle Grinder
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(Tools):/ts!
(Drill Machine)dfa‘ J/S(Teﬂon Tape)?/} 4 (Plumber Pliers) % /:‘%f.r(Wrench)é"/f(HacksaW)lf.,:(Pipe Cutter) f/ &.//.L.
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Review Drawing & Layout)) b+ b5 1k /
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(Perform pipe cutting and threading)i./ F% s/ & 18 +
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L Pl AL . SRR e ITL 15 v
KU AES s e i
LU sal S Sy Al O L R Syt i
deenoii el f L ndio o i
By 86578 L F I e T 56 Sl Syt Tt 59, S5 ) (Plumbing Drawing) 15 E4
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(Measuring of Pipe Piece)u&j k;d/ wﬁ d:%'/’.l;
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Az Pl Al
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b o061t A1) (Angle Measurement) - DAY
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(L L As0J481 (0D) = 2375 By AT

&) (Wall Thickness) = 0.154 (e

AL fml Fea.

s Sy Fedn ke 2 6
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IS d LitFid iU A e JuSl
(Circular Marking for Cutting)..ﬁ//l.gf /ééﬂ &
Lo tose 1./ s LA S (Wrap Around Tape) ot £5Ules
= bl = (Pipe Square) 8 AL 221
(Angle Marking) kel Lol o5&
LS8 Ay (Protractor) A 28,476 3 *90445° LA
2 E B Goin) 1250y She & b i s
(Fitting Marking)uéﬁté. L/@ A g
ez S AT S B he 23566 (Coupler) A 5L« (Tee)d« (Elbow)d
(Example) J&d 3.
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ALl KA.
n;wJﬁQ//’;«tun,ﬁﬁ.ﬁ/A o
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LE UG8 LA 3 (pressure) fbo.s e Goin) 2o S JLd UL
et AUtk

f_rugﬁf Uil G

etre Sl 2o (Leakage) Y
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(Tools for Cutting Pipes)lbl/l(/:gj. d:'c‘_(u._./’.l;—l .

_43_ z:..;f’gfigf/?&u‘d}é (Pipe Cutter) 7)’:/&%
- L2 € e\ (Hacksaw Blade) - JQL:’&W

L £ AL B (Chain Pipe Cutter) - / AEY
L L2 €Al A S (Angle Grinder) - fai, 251/
2 d:zf/;lh;/gf.)f (Tube Cutter) - /U/ e
(Method of Cutting Pipes).3 PELE, 2.
(Measure & Mark)u:/ .ﬁ/Jl.ul‘fl ke 1.

_uj;?l.(jl,) 4 b/gc(Measuring tape):«,%’ g 4
e S Sl A
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(Cut the Pipe)# 7, ¢ 2.

3
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M/Jw;/”(.?;guﬁg/iﬂfﬁu;L./gdf’%%)
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(Threading Tools for Plumbing) /sl £% &
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oL NI F L L1 QoS K /?u:_ggv@g:,lhuf*m‘f e (GI Pipes)e—d4.#

(Threading Tools for Plumbing)sl$s 2 & L E4 #1.
(Pipe Die Set)er (A ¢
_+th@ (Die Stock) JLM@!L,! (Die Head) &aé!ﬁ'uﬁ‘ﬁ%/mld;gu{l,
w0 228N & Yol B br s A
S TRE R
(Ratchet Pipe Threader). 4 2 — « &.e
T B F S bt G AP e T = S
_qug_g.ggfu,m. 1P S
(Electric Pipe Threader).% # .QJ"L’J }g &
b LB B U A
e blid A UL U LA
et Ui L L AL Flibe bl
(Pipe Vice)Zls#y ¢
W h et Uil L8 K e $o2 Aoind £y 5
(Threading Oil/ Lubricant) £ yisl_ /4% &
—etndeid L& T b (Smooth Cut) &/ Slosid K/ Tiomd £i 2
(Deburring TooDJsF 3, (Reamer) £,
s e bndid L S o Goit LA LBy 5
(Pipe Threading Process).3 F¥2_/f4 #2.
L WK AU AY
A e U (Viee) 1sd AL
T Z S SO Wi Seey
(S er$8ASL A F e el F kG
S Sl fad e A st S /?4Lnd“( 5%
AL L LY 33,
Uil P4 e S A6 A
e PSSO i See A
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b s LBy BSOS AN

(Types of Threading Die for Plumbing) L%/ it v

u!?f’gﬂgtndlﬁ/!é L&t (Threads) zlmd:C)’d/;):f—d/’/ LR Cylisles (Threading Die) &lﬁj,‘&/?ufﬂ

LR

e LI GL P L LAk A £ G2t AT

(Types of Pipe Threading Dies)¢L3! it A1

bl LA SIG L e bl e e g, Fn e (o6 S (Round Dies)B2s0,# 1.
(Split Adjustable Die) it died & 2.

ce bl Lty de fve folie (ner Sl Se2id 70 gl
(Hexagonal Dies)‘jlﬁg)7 i u{: £ 3.
,gbn?éLJQ/Ji/;I:/gL;§~+VnJW|“&£Lb{L (Wrench) Je -
(Pipe Die Head)f,ﬂglﬁ.?f’.l; 2 4.

bl S #8911 (Ratchet Pipe Threader) /4 & s Lol
_Lgtn,ug%ut(o/f;élz‘éu:é' %é' Vo) F ikt

—e b AT S G

(Chaser Die) 4% 5.

e LIt FUE S e b1t g G 3
(NPT Die)k }.{’gg}"?
e ETH A VAT 2 et L £ 20 LT
(BSP Die - British Standard Pipe Die)JBJUAIg ¢ 7.
e TP Wl BTt il £ B 2 A Lk
sy gL 2.

S LTt S AY

0 F b ) Ve v S A

e b B A3 P

6.

31 S BSP— NPT s
(Precautions While Using Dies) 1.4/ (f 1v/13.
e AT S e G A
_n;b,li'.?fgmm;g;_afuJérsﬂuféd’/!'jfg}&

_U»n2 (metal chips) :,U:'L:,Lm,ﬂ’uf/duo 20 u@’f&
-@”T},x””/,l/,u/,g/?ftuij!55L;ubfulwLJQ}A
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(Types of Fittings for Plumbing)(l;"l J /&’

B i oA Lo L L8 Sl S L 52 d i gzwz.mzm'/@ ok
bt~ G v Qi S e Ui
(Types of Plumbing Fittings)(ui Jﬂﬂ'l .
(Coupling & Joint Fittings)}@dl;é.b?O 1.
rdndend LE SRR Uin

L Lo Ane 4 (Coupling) - L

L L L S he QTS A (Union) - of 47
AT Gt d L AL A5 (Adapter) - 4517
(Bending & Directional Fittings)ﬁ i tre 2.
<w8nJW!é L2t (angle) /"/ui”’aw:b?f’g)@,
L L sp 24512905 A (Blbow) - 441V

L L Ll Ay Ldg (Bend) - ix/
(Dividing & Controlling Fittings)#* s 2sl <> @ 3.
el LESD A S FoA R,
~BEPT-L Lips frve AL (Teo) - dv
véﬁu:’ﬁ_/gufufﬁlgcf_{! (Cross) - U’I/W
(Closing & Blocking Fittings)?@ Ul S 4% 4.
L L8 Sl p L AR,

L i Sk f$ATE A (Cap) - LY

L LSS FTL AL 15 (Plug) - L7
(Regulating & Controlling Fittings)ﬁ n.aé‘,’,'}gj’ 5.
dsdind LS P LA,

L LTI AL L (Valve) - s/

L L;:%JV@J//&Q (Check Valve) ﬁ’l;vgv
(Materials of Plumbing Fitﬁngs);lré'/@ﬂz.

2 LAY Jfb/ I— ;b (Galvanized Iron) él’(ﬁ Y
EFaFL L Aty P EvO sdde
UL &2 7 ol # (Copper) 4%
_/uggug;u:f’mf&gmuf— /@’ (Brass) U142
-égﬁfgr_u/ﬁ— /C‘a’ (Stainless Steel) J:.pl = o 1%
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i J@lub»é';@ﬁﬂa.
_n;(fZQﬁQ/JWIﬂvag .
b LEN A Yt S Bl e
YA T S By a0 3 e R Ao e

.y § (Valve) s

e b Ui Ll S L L (i) S S Lo Sz P13 o (Valve) i

e a BB G Lo ol B0 J IR0 VA S U S 1o o

(Types of Valves) rL:"l d/ s

(Gate Valve)sse 1.

et A A e bnldin L L e F LG

(Globe Valve)sir 2.

et § S amd b 6n e bndend L8 T LY

(Ball Valve)/is i 3.

e QedUiid L8 Sed S fagze (nBall) wf i b Livtun

_‘grb“&LJ;ﬁx"’”ulﬁ'

(Check Valve)shs_{ 4.

bt A B ik A e Coackflow 2T (b e s s e L1020

(Angle Valve);‘l;ﬁl 5.

,Laruu:,@cffmw@g:f et L8 5300 S L

(Pressure Relief Valve)slseal. 6.

et eI A s 1 e s B S b @uuﬁ@g Olot g mml 2y

(Butterfly Valve)shs(15 £ 7.

et VAT % e bt S AT E e s S L3 AL

(Benefits of Valves in P}umbing)ﬂ’li.é;‘l:uéj}é 2.

Y B V4

et S d A L P FIAY

et S L e ol QY

-« tlze (Backflow) ,ﬁ,g,,;g 4

bl 5 ST

o J?lddlﬁ’l&)bﬂl
o L e A B ST S ERIE o

|Page172 QU AW G 5LE



,n;pgﬁ/vﬁufmu&uréfvigg .
_n~JM£gJ/t‘gj"/u§f;'i65)’/}Jl5 .
‘ﬁ;fifmu“d;d?g%&wf,ﬁu%)u&j»ig °

.i?

um!rujZ.lgeCJlf:’!&llv‘&ayu/"gf}‘?/’)u&(tﬁ!ﬁ-+}26/}/uﬁ{f.£2./d}%ﬁ¥Z:qul&l;uﬁ(b’/._ﬁf‘i)u

B Eo p b msrad e JinE £

(Definition of Pipe)t 7§ AL1.

,Lakrm)l.v"/l“i La_/’v’h .lf;d/uc,f;..{i/(ﬂuid) nglu/yuf‘&g,@m (hollow cylinder) <151 M}‘{ugséd‘,k
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(Types of Pipes) L3I A

+ (Galvanized Iron - GI) ‘576 1.

LB e 3nFS RSy AL I
s L S ads
T e i1 P LB bl § 18T

<#, (PVC - Polyvinyl Chloride) (5>{} 2.

e bnde 1 L LE Al a A s L

en g LK E R

S 2 s 7 il Feumir & L F IS &guw
+* (UPVC - Unplasticized Polyvinyl Chloride) (s 3.
AN b e S 53

e tndeiid LAl L e

—cuurd Léu;ii;éu’h%mu@c%‘fé/zjv

# (CPVC - Chlorinated Polyvinyl Chloride) (5 s 3(S 4.
—cuurd Lu)»&gz_,f:im (f 4

e T2 5 e 7 5 10l XY

et IS S s F e f e BRE s A
g (Copper) £¥'5.

Sobeler® S 2EE A

AL LA o7 23
-‘Lcl,?hfé/,i/f%t‘ﬂéfw

e b eI o VY

L (Stainless Steel) f U= ': 16.

QU A€ o0



ARk slbr oS e IV

e b T e b 6 S S EE
‘LaanWl{uﬁﬂ:&/?bcg}JLnl{yW

L (PPR - Polypropylene Random Copolymer) JI’QQ 7.
ﬂabndb&n;éuinéggﬁm r/ N4

_‘adx@ut.ﬁj}é,}, Y4 S L 1 (T2 5ml F
U B pansl s S I

4 (HDPE - High-Density Polyethylene) (I 3($3&! 8.
b ol Gy N G
ettt Sl ot S s, 7

b e S )

AL A mEL 0.

& sz L (Polyethylene) I QL%K:JL? I/

st e LU AL B P L LAy
(Factors for Choosing the Right Pipe) }1# (S~ L 1 L A3,
te AL L LE MY

So b c KTl G 2K AN

S = 7 51 mI5 Y

6Ll 801 ol 9 S o AN

v

?‘a.,.l.?*;c.&l/ful b—Al

g

o

:éjfrgﬂ;}l;c'g/g@:'l K.'f’gé‘-‘gbnu;)ré Louﬁgff?b{l/zul:ujllg4g)l§‘l ?;.I;L(l}lugé Lﬂ
-‘ac:}"?ul};}a;uléf&o}k]f"ﬂjﬂg}'{ul

(Activity) ./
_zwz,;w:ﬁﬂﬂaﬁq/ (Threading) £4 & (U slCK AL 00 f AS6 S
(Pipe Cutting) /64 A1,

(Required Tools): sl $ss,2 »
L £ 8Tl g1 (Pipe Cutter) - F AV
L4
Xy ggﬁ (Hacksaw) — djl’u’g?\/
- e t7b s (Measuring Tape) - -rj..f 34
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- £ g Marker/ Chalk) - Sb S AV
& L3 S e iS (File/Reamen) - A4S bV
(Procedure):f*
LS P B LA - S Fed A
B LS ke S - S
e bl (Viee) il - P A
A
b AS Ea f T T I e S AN
ST U:Jﬂf/y/!l/iﬁ;u?%// dlp‘Hd}Tu%ﬁ
o B S g S WL K sa§ ph S i g Sl
(Pipe Threading) F% & 4 A2.
(Required Tools): sl Sss ~
T £ # (Pipe Die Set) - (B AV
et Apegd £ Fl T (Threading O - ST £y 5V
L L Ke ¢ A (Pipe Vice) - i
L L5 S0 (Threads) £bbs (Brush/ Cloth) — f 4v/
(Procedure): S
e S e S PRI A g e b A
SIS Die) B8 o LA L A S P
T WLy AT SOST 6 - fotE
I
ST Ty A e
_Un il (Threads) Zbos S v S PG Lal sz
g e e S e el S o d Us (o
sl S GS0B gS Gh B
(Safety Precautions) 514’ 113,
L d LS B S A
B E 1 Lor e Al dm £ Fh #
&bl F e QTS S s (Threading Oil) &rt8
28l Ll (S SOl P AL F

(Conclusion) £'4.
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(Connect Pipes and Fittings)l:};?:( e sIUZL
:él‘;’&/]
i S LS n 6 UG L1 E g
_E/VL‘}WK'/@M_?;&&WL.,?M i
W PRE NS G2 K A Lo TL i
LS AP LB i

S b Fedad L Lk

(Required Tools)s! .5

_éig_wug@/g (Measuring Tape) - ?é..fff\/

L Lty el 7 (Steel Scale) - JEIL W

- £ 6o (Marker/ Chall) - Sb /A

& £ @y, (Tri-Square Ruler) - S 671518, 3¢

(Pipe Measuring Procedure) 3 A¥ P
Sk L Bk g St (A A
O It G LA ey A g S
LIS 68 I L 2 E s ey Jm@ﬁ;&@.{tw
o4+ (Tolerance) & Neehun £ Pt Lk

¢t (Tolerance) U* /e

S+2 mm u!%lg&n (mm) £ ¢100 &HJ%&J(/G:O{MJ}JGX(J) d:)t}/.d!‘uu:JjQJJkLLWKJ&/EJﬂ
o S QS F mm 102-98 mm Fee FUE

WS fpd Lo Souleb st

- £ Pg=ss (Measuring Tape) - o255V

- Lty (Vemier Caliper) - g % s/

- Lz tyi ikl % (Steel Ruler) Ik

Ll SRS

eIt etk

e FAE AL e loinis) 252w P KA S BE &
< T gt H st o /‘t( e

En S S e e e o3 ekt F T(Zuyj;éyéﬁ s
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AR Y B N
e Fe S ookt b @ E e 2 EA
S g S G P LA 2
el it n o SNt W e NS bR LKA 3
TN N NN Y I AT ALY - PRI S Y- (R
(Standard Tolerances in Plumbing)u"z‘/ EJI;LMJL’"’%J;‘TI&
mm2+e — £1mm &l ®evo) v dJQ’///
mm3+e— £2mm s:’//.l;f L (GDATE%
mml S5t — +0.5mm FL 6%
—+05mmd- LB 00
(Precautions) 14 g
-‘QG’C;@J}'ﬂgg;/nﬁ;d/‘ug}cwgfu’&/t’ o
s8I Godne o L2 K TS o
LG n AZIAS Y S e St Ba L F e
(Conclusion),i?*
QV_M:.-//)U"&J liﬁl/;lrn;é'g o u,iz‘umx""ﬁﬂ%w, Sy d /,u%)euujj g,é‘ u‘ﬂ
Sk Al Lot bk
(Required Tools): s ,,:u"‘ *
- L @S e s34 (Pipe Cutter) —/"ng\/
<Q/JL":’J’;}7J*?}/»/~?—//£/G (Hacksaw) — dﬂu‘g}\/
-4 £ P& (Measuring Tape) - :é..{f:\/
- £ 9y (Marker/ Chalk) - S lg&//l.\/
_kiLL}»(cubr‘“‘/bjg (Pipe Vice/Clamp) - %&.;/ujl;\/
L L L ) (File/Reamen) — A4S 6V

(Pre-Cutting Preparation) ) bdre 264

S P S B el A A

St g2 b Sl A SO

L o e o S P A S A

(Pipe Cutting Procedure).3 A¥2Z 67,

e S AT e A

S .%T.%T/;!uf‘(//,fuiuwf YA
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AR PSR SRy P4
LSS Sy S e i b L P A
:w‘L// J u’ﬂu‘g?/l s #
LS LB S A
o ISR Lio T )
LI AS Y S e W A
(Post-Cutting Cleaning):(lio w2 6.4
e s LBl e o ATt S e ANV
Lt Slo b I T3S £y 2N
e nQUSUI ST AL Y
(Safety Precautions): 1.4 ($ L1
USRS L
L Sy SIS e bt AT
QISP E s Lo Pl L2 K
(Conclusion) £ #*
s pd L c»'u,r.%,n‘fgacg T A e ey 1L AL _(L'Lz“i_)’é‘ A
S LS (Threading) £4 5 A d LB/
(Required Tools): s . s
L L& /6, 7 (Pipe Die Set) - e (HAV
- LS A1} (Threading Oil) - S Tb% 2V
L L Ae = A Pipe Viee) - AV
& £ TS (Threads) £os (Brush/ Cloth) - 1L 4/
(Pre-Threading Preparation) 47U ek 2 4P
e Pl A tbst P b ACLEAE S A
L P A S G G S e d A 2
I ekos Ut = J - Y I LA, 3
(Threading Procedure on Pipe) ' ¥tk 7 4L
SIS PRI o
A 88 LA LAY
NIy B
:Jf BIP LY o
s F e QTS ST
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SV =T 2T e u.‘.{//,g/z:_{’g:( dn
o P i F A E B plelos (o S q}ré'pléﬂfﬁg/;
..u_‘/ _;‘La:.;kfw‘ U os il éLnJ; L4
Heeny 20 5SS
(Safety Precautions) #14( g
L n Pl /?;/;u‘lu‘.:fy;uyo/. .
T e Sl ALY SRS T L 2
sl S B S ST
b A L By S Sy LA SES Sy e
(Conclusion),i?*
n.,&*(uﬁ-‘! lid'u;lcn;z;g o uﬁ%n&”ﬁ,j&f b S Lhz éf o ﬂ
(Cutting Tools for Plumbing)## B Y_tsJ_s i1 4B/

£ DLk 1 PVCOr LA -t Lo LI I BL S 2 L2 e & poinf Bt s
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il b

(Pipe Cutter) ¥ o,

“iL:/‘_K_gg (PEX) Jgdld:/;l:/.:gl‘j’d)é: Je1e
feler? &

_Lgt'@&jiﬁul;&k/l’v

DRIV I P T/
(Hacksaw)u'/l'u’g
L L2 KA PVC i GLL 1 ¢
::4&4)“5 4
e Uird L2 KA
U I e F G
(Abrasive Wheel Cutter) /‘f 4 997,/
L L2k AL e
::4&4)“5 &
AL LAY F
_,‘-CD'/):“UI;Z;LL?'W
(Reciprocating Saw)$.,T 2 4..)-/
2L ;guﬁu(mwc‘f i Je1 &
::,‘l:z/; g
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e b G S er L AL
B IINIST NI o 2/
(Tube Cutter)f/ i
L LA SIS S e
::;&4;‘5 A 4
NS PRV
e bne L LA P T
(Angle Grinder). 1./ 1
L LZKAal A Je 2
:ay,‘;%
e b i 5T

UL L2 ¥ A AL 2

(Safety Precautions) /4 s 25 o

-ﬁlgg;&gﬂﬂ.ﬁi&gl'd?ul'al};uljuﬁﬂ

LS Sey ok dd A

28l E (IS S Ik AhS b WAL 2 K AL 2o

(Conclusion) £ #*

di‘:}w'ﬂMﬁ‘LLL}%G’a//}}}';gf};’uk/‘ﬂuég&yg’.lLd;é‘-kagédL’;”ﬂjﬂ/ﬁ&WZ:)’//}';J.&L(:’JE;

‘gd/}/éé

gL B F L L0 K $rrf s

:.:«&ay‘; &

et} =) (g/ Y4

e b od L ALY
(Safety Precautions) g/ (f o1 @
e P E S S eSS AE

s A AL g, Jei fT 8 2

_u;?énb.aij&/&:f&;a:dﬁ’ﬁ;ipv&)
- VSRl agun L

(Conclusion).£

g_rtzdiaé b TS LA KHIEL e st s

Threading Tools for Plumber in Urdu))/l);léju ,,A e /ﬂ.l,i

L@éd@’;lblﬁ(ﬁﬁé LJLJF{VLLZ;;/»;«Qu,J/l:‘l:l’aThreads) )ﬁw:/’u,/é_fgfcl_.,,lw.ﬁg}uﬁﬂ
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Pipe Die Set)).‘{élf?f’
IS L th B A e
:;[54:“‘7
—e b Pl

e TSI s

e U d L AL G (Galvanized Tron) 2 AL Lo

Die Stock Holder)), s/

L L ASE DI

HEY }*‘7

WVl Lo e & d 3

<L¢L“/ﬂl}d,}'6,l:,3fuu/;;£f,‘g/?

Ratchet Die Set)) &y (et

Ll e WL ALAL pnmd e

HO W ,47

PPN B EFe S

e U st

Electric Pipe Threading Machine))o™ £ 2 8

L L E B S e st i S

HOY/ W ,47

_‘gd?jfg/?wﬁul/ﬁlb

I AL LUl il

e Sl A S L ik

Threading OiD)J T£% #

L L3 J A1 Lubrication) )t wls £ £k &1 e

:_-',.l:”‘;

et Lnp Sl $h A n L EL F

PP -

Pipe Vice))uj Al

Threading Tools sl £ E4 oL 4

ngédmﬂj,uéﬁ S L betne e auLin St Threads) ) s us » LA S e MK B /uﬁf;}r
i fiennut

Pipe Die Set)r (e

WL L th By A e

:_-,‘l:o,}
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'ng_,gwuﬁy’t/.a@

“vauﬁrﬁluiu&bmd’)

-Lau;/'rgj.éh’fgfiuiGl (Galvanized Iron) <% .?/géwa

Die Stock Holder)), s/

L LLL.‘Q.{’Q/}?/Die) e

:gyr‘;

WV d Lo e S

e S s Syl Fi#

Ratchet Die Set))&rélﬁ%

L LL[’/.Z/?L&VT/?.{/&LfVLy/J/}IL)Qi’ZJWI
::4‘[;1)“5

PP B E PN C IS

e U s

Electric Pipe Threading Machine))e*™ 64 &S 6
NN Y PRIV

::4‘[;1)“5

_‘gdié‘uﬁ./?wm;l/}';lb

AL LUl el

e Bl A S St sl

Threading OiD)J T£4 #

~L L& S A1 Lubrication) )&t g £ bk i
::,.l:n‘;

-LLL".l:ﬁLLnl'/C}.L.J/JD"AI Fhols L k52

e bl Do B

(Pipe Vice)uj A
<ﬂ4ul/,;£jgiﬁéLL&{&J’F@/&UW:
:_-',.l:;,j

e b SA G (?

e b d L ALA

Safety Precautions)) /4 s el
m;g/’iﬁ/ﬂ@/&@ué@u@’vé‘
_nu{/JJU,u,l_’/&ﬁq/‘JWuJ/T_Q/f
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(Conclusion) £

+tud)@g albs TS L in AJeK) I /?u/:uﬁﬂ

Je*16Pipe Threading Die) )Ju;fiﬁ/?.jgu:ﬂ

LA A ST e L4t Threads) )L os ,Usk! LA 22 sl A1 £ Pipe Threading Die) Y4Bk 7 A

w

Lz Ufle o

LY TFS TR TS S}

(Preparation)$.¢

A S P b oA
‘uf‘LuimLf&}ﬂ'dj{cfx""”fgguﬁ‘f/u%jg

T B F S Sl los 3ot S B A S LA

(Threading Procedure) [} ¥/ 3%

S EK3B3 b £ Diameter) ) 4 LAY/ gy 3
s B T 2T /4@/%6.?;5[&3’

L Lo QT3 S e e S (i St

cUne 2 sttt S-S T Pl s e =

e Tl Bt e AL g S led U o S T b J 4 F
(Post-Threading Steps) 5! £4% &

e buneic B G LS 563 B

e S Sh #inSn A

. Se B 51 2 A Teflon Tape) oo M & S i B

Safety Precautions)) 714 (!

_n;?lii/’ﬁqfdb?!&b‘d/'/’vi

S e Wz Sl s $B S O A ST 5
_uf‘LunwLf,‘g/?ﬂ"q}gc;d’ﬁ”uﬁ‘ﬂ,/?f’g
<£;.:,;;J(’“’J(/u:;kﬂuf‘”§~f%f@m'¢u;

(Conclusion).£'

_LLijﬁ/'}Jl/?lé L.ﬁiggg@m‘ﬂ Lp’ld}zﬁizbz”’d%uuuKJ!EJ&}.A&@
(Installation of Main Pipe Line)ocs” (oAb

e I L st WSS 2 8 e nhI AS e Sy S BT E St
S L S vt

Planning & Preparation)) /7 s/ £z -+~

Ul 563 S8 E U Blueprind) ) 296 AUA

S F A Lo P AL GO T A PVC, PPR) -/ 161 L
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By V- uzm‘CIamps))uj/g.gg(.;ju}%"‘(n_w I ik B P AL e s i S s /2
(Excavation & Support Installation)ezs J L uléuf

AN EREWENIR P GIIITS

k¥ ASTChase) )b LA g sl

2B A ST B Clamps) e L LA

Pipe Installation))e/ 1§ 2,

WIS AVPEIE]

sk 2 Sy S LA,

IS 2 B e AL A g S e\ Ellnie ALy 10
e Lo 7 i Sy S 2 5L ok A

Leakage Test & Final Installation)/? b1 F 6.2 S F

-J _,Gcé S A= QI AAN

RV NIST BingE A

(s AN DG5S I AN

(Safety Precautions) /4 g vdl

e o pd GuA S S Al

. /5{@9 VST e ik A

B2 S b b

_ngdiié:’/gﬂgﬁwﬂq/ﬁ:ﬁﬁf/ﬁ

(Conclusion) £
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Practical Activity

Prepare Word Document

Lesson 1:

The home row of the keyboard is the most important to the touch typist.

When at rest the typist's fingers are positioned, lightly, on the ASDF keys for the left hand, and the JKL keys
for the right hand.

* The left index finger will control the F and G keys, the right index finger will control the J and H keys.

* The left middle finger will control the D key, the right middle finger will control the K key.

* The left ring finger will control the S key; the right ring finger will control the L key.

* The left little finger will control the A key, the right little finger will control the; key.

* The spacebar is controlled by the right thumb.

LF = little finger, RF = ring finger, MF = middle finger, IF = index finger

When you are ready to begin, start an exercise and press the key requested. Try not to look at the keyboard. It
will be difficult at first but as the exercise progresses you will find it becomes easier and your fingers will begin to
move without you consciously deciding which finger is associated with which key

Lesson 1 Exercises:

Exercise 1:

Please type

lkjhgfdsaasdfghjkl; lkjhgfdsaasdfghjkl; lkjhgfdsaasdfghjkl;

Exercise 2:

Please type

ah had lag slag ah had lag slag ah had lag slag

Exercise 3:

Please type

sad shall salad sad shall salad sad shall salad

Exercise 4:

Please type

ash glad alas ash glad alas ash glad alas

Lesson 2:

* The third row of the keyboard is the QWERTY row.

* The left index finger will control the R and T keys, the right index finger will control the Y and U keys.

* The left middle finger will control the E key, the right middle finger will control the "I" key.

* The left ring finger will control the W key; the right ring finger will control the O key.

* The left little finger will control the Q key, the right little finger will control the P key.

The QWERTY row has mostly used letters. Four of the five vowels, EIOU are to be found in this row.
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Lesson 2 Exercises:

Exercise 1:

Please type

gwertyuiopgwertyuiop; poiuytrewqpoiuytrewqqwertyuiopgwert

Exercise 2:

Please type

till quail tight yell; will those feat lake hash till quail tight yell; will

Exercise 3:

Please type

if do pit dug wary; quaff law stop lair gate here if do pit dug wary;

Exercise 4:

Please type

go her with hit; fight tug quill day saw yippee go her with hit; fight tug

Lesson 3:

Once you have mastered the first row of the keyboard, the ZXCVB row, you will have learned all the alpha
keys on the keyboard.

* The left index finger will control the V and B keys, and the right index finger will control the N and M

keys.
* The left middle finger will control the C key, and the right middle finger will control the, key.
* The left ring finger will control the X key, and the right ring finger will control the. Key.

* The left little finger will control the Z key, and the right little finger will control the / key.

* The left shift key is controlled by the left little finger and the right shift key is controlled by the right
little finger.

Lesson 3 Exercises:

Exercise 1:

Please type

Information Technology (Computer Operator)

king fan crick, chill block. back abbot. aflame/ mix king fan crick, chill

Exercise 2:

Please type

zest win, thump skunk. plain muffin, knight/ exit zest win, thump skunk.

Exercise 3:

Please type
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daring. choke bishop. admit twine sultan, sing/ roman daring. choke

Lesson 4:

The exercises in this lesson focus on practicing the different character keys.

Lesson 4 Exercises:

Exercise 1:

Please type

#15 @ $56.80 = 17%, 15%(12+3)=15"2, 2 1=42

Exercise 2:

Please type

if(total qty = 0) {echo "you did not order anything"};

Exercise 3:

Please type

if(document. images) && (preload Flag ==))

{forvar i=0}

Save a Document:

1. Open MS word from Microsoft office.

2. Click on the file tab button.

3. Type some text in the document.

4. Click on the save as option to save a file with desired name and location.

5. Type the file name and click on the Save button in the dialogue box.

6. Word file is created in the given location.

Perform Save as Function:

Save As function allows you to choose a name and location for your document. It's useful if you've first created
a document or if you want to save with different name while keeping the original document.

The procedure to save a word file through Save As function has the following steps:

1. Open the word File

2. Click the File tab.

3. Select Save As.

4. The Save As dialog box will appear. Select the location where you want to save the document.

5. Enter a name for the document, then click Save.

Different Features of Editing:

Cut: Removes the selection from the active document, Short Key of Cut command is CTRL+X.

Copy: Copies the selected text,Short Key of Copy command is CTRL+C.

Paste: Paste the contents at the insertion point (cursor), Short Key of Paste command is CTRL+V.
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Clear: Deletes the selected object or text,

Select All: Selects all text and graphics in the active document, Short Key of select all command is CTRL+A.

Copy and Paste Text:

Select the text you want to copy. Short Cut key to copy text is CTRL+C. Short Key to paste text is CTRL+V

Cut and Paste Text:

Select the text you want to cut. Short Cut key to cut text is CTRL+X. Short Key to paste text is CTRL+V

Dragging and Dropping Text:

Click and drag the text to the location where you want it to appear. The cursor will have a rectangle under it to
indicate that you are moving text. Release the mouse button, and the text will appear.

Setting Page Margins:

The procedure to Set-up the page Margin has the following steps:

1. Opening the document you wish to modify.

2. Clicking on Page Layout, located in the toolbar at the top of the screen.

3. Clicking on the arrow beside Page Margins which is located in the Page Setup section.

Setting Paper Size:

The procedure of using different page sizes has the following steps:

1. Select the Page Layout tab.

2. Click the Size command, and a drop-down menu will appear. The current page size will be highlighted

i.e. Legal "8.5"*14"is the width and height of the page.

3. Click the size option you want. The page size of the document will change.

Inserting Columns:

The procedure to insert the columns in the page has the following steps:

1. Select the text you want to format.

2. Click the Page Layout tab.

3. Click the Columns command. A drop-down menu will appear.

4. Select the number of columns you want to insert. The text will then format into columns. In the picture
below two is selected.

Formatting Text:

In Word, there are several options for adjusting the font of text, including size, color, and inserting special
symbols. You can also adjust the alignment of the text to change how it is displayed on the page.

1) Changing Font Style:

The procedure to change the font style has the following steps:

1. Select the text you want to modify.

2. Click the drop-down arrow next to the Font box on the Home tab. The Font drop-down menu appears.
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3. Move the mouse pointer over the various fonts. A live preview of the font will appear in the
document.

4. Select the appropriate font style... The font will change in the document.

2) Changing Font Size:

1. Select the text you want to modify.

2. Click the drop-down arrow next to the Font Size box on the Home tab. A drop-down menu appears.
3. Select the desired font size from the menu.

3) Change Case:

You can change the text from upper case to Lower Case or vice versa from the Change Case option.
1) Select the Desired text.

2) Click the drop-down arrow of change case box (next to shrink font option).

3) Select the desired case.

Paragraph Setting:

Many options are available in MS Word for Paragraph setting.

1) Changing Font Color:

The procedure to change the font color has the following steps:

1. Select the text you want to modify.

2. Click the Font Color drop-down arrow on the Home tab. The Font Color menu appears.

3. Move the mouse pointer over the various font colors. A live preview of the color will appear in the
document.

4. Select the font color you want to use. The font color will change in the document.

Using Bold, Italic and Underline Command:

1. Select the text you want to modify.

2. Click the Bold, Italic, or Underline command in the Font group on the Home tab.

Changing Paragraph Alignment:

1. Select the text you want to modify.

2. Select one of the four alignment options from the Paragraph group on the Home tab.

Align Text Left: Aligns all selected text to the left margin

Center: Aligns text an equal distance from the left and right margins

Align Text Right: Aligns all selected text to the right margin

Justify: Aligns text equally on both sides and lines up equally to the right and left margins; used by
many newspapers and magazines

Using Bullets and Numbering:

When you want to organize lists in Word, you can format them as either bulleted or numbered lists.

Word offers a variety of bullet options that allows to customize lists to suit your needs.
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The procedure to create a bulleted list has following procedure:

1. Select the text you want to format as a list.

2. Click the Bullets or Numbering drop-down arrow on the Home tab.

3. Select the bullet or numbering style you want to use, and it will appear in the document.

4. To remove numbers or bullets from a list, select the list, then click the Bullets or Numbering commands.

Setting Line Spacing of a Paragraph:

Line spacing refers to the distance between the lines in a paragraph. Different line spacing options are available
in the paragraph group of Home tab. Line spacing of a paragraph can be adjust by clicking on the appropriate
value from the drop down command on line spacing option.

Inserting Table:

A table is a grid of cells arranged in rows and columns. Tables can be customized and are useful for various
tasks such as presenting text information and numerical data.

Inserting a Blank Table:

The procedure to insert a blank table in MS Word has following steps:

1. Place your insertion point in the document where you want the table to appear.

2. Select the Insert tab.

3. Click the Table command.

4. Move your mouse over the diagram squares to select the number of columns and rows in the table.

Inserting Table through Different Options:

Table can be inserted from the Insert Table option located in the table tool and from draw table option.

Inserting Table through Dialogue Box:

The procedure to insert the table through Insert Table tool has the following steps:

1. Place the cursor where you want to add table.

2. Click on the Insert tab and then click on the arrow of Table.

3. Select the option Insert Table.... A dialogue box will appear.

4. Set the number of Rows and Columns and click OK.

5. Table will be inserted on the page.

Inserting a Row or Column:

1. Place the insertion point in a row below the location where you want to add a row.

2. Right-click the mouse. A menu appears.

3. Select Insert Rows Above.

4. A new row appears above the insertion point.

Deleting Row or Column:

The procedure to delete a row/column has the following steps:

1. Select the row or column.
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2. Right-click your mouse. A menu will appear.
3. Select Delete Cells.

4. Select Delete entire row or Delete entire column, then click OK.
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Learner's Activity -1

Learner will perform the following activities
- Open a Word document

- Change the page orientation

- Change the paper size

- Change the margins to narrow

- Adjust the margins using custom margins

- Set the page as two Columns
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Compose and send an email.

Create and send email

On your computer, go to Gmail. 1.

At the top left, click Compose. 2.

In the "To" field, add recipients. You can also add recipients: 3.

In the "Cc" and "Bcc" fields. "

When you compose a message, with a "+ sign" or "@mention" and the "
contact's name in the text field.

Add a subject. 4.

Write your message. 5.

At the bottom of the page, click Send. 6.

Compose in a new window and resize
Tip: To open the Compose window with a keyboard shortcut, just type c.
On your computer, go to Gmail. 1.

On the left, click Compose. 2.
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(Optional) Choose a window size with the buttons in the top right: 3.
Full screen

Exit full screen

Open in a new window Shift +

Add a subject and recipients (To, Cc, or Bcc). 4.

Reply and forward
To reply to a single email or the last email in a thread, click Reply
To reply to an email within a thread, click Reply all .
To forward a single email or the last email in a thread, click Forward
To forward an email within a thread, click More Forward.
To see previous email in a thread, click Show trimmed content .
To forward an entire conversation, at the top, click More Forward all.
To use a Smart Reply, at the bottom of the email, click a suggested reply.

You can then edit the email before sending it.
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Change recipients or subjects

Add and remove recipients
When composing your reply:
Add recipients-Click the To field and enter the recipient's email address. "

Remove recipients-Next to the person's email address, click Remove . "

Edit an email subject
Next to Type of response , click the Down arrow Edit subject. 1.

Enter a new subject. 2.

Print an email
If there are multiple emails within the same conversation, you can print just one of

those emails.

On your computer, go to Gmail. 1.

Open the email you want to print. 2

In the top right of the email, click More . 3.
Click Print. 4

Print and save attachments

When you get an email with attachments...
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See a full-screen view and print
Click the attachment to open a full-screen view. To print, click Print .

Download an attachment to your computer

On your computer, go to Gmail. 1.
Open an email message. 2.
Hover your mouse over the thumbnail, then click Download . 3.
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