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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-3 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 TEVTAs, 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 qualification 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
gualifications remain up-to-date with the changing demands of both national and
international job markets.

Executive Director (NAVTTC)
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(Ensure Safety of Tools of Equipment)

27
JECL e b LS (oG LS o & St GNP e G St 2
L

:él}(}fjj

S ¥ o J6E 2 L ey

LE SIS

L Dbl 10

LT edd e & A3
(Insulation of Tools) u%»"ld/ﬂ;

S tge s Siunde B 3T e Clovs-e b 1Tl = i
b e (nsulated) 2 i K T 3 ALK o

(Non-Conductive JJ‘ r‘/:,; LUn LBl i U LUy L"d/ &’24 UL gf/;”d“l/:’biiv’/ [
LFz LI L L ekl ﬁ.uj JEo s Bk slit e Al 5> 7 Layer)
GG dte Lty S Bk

(Precautions in Using Tools) sl Ut Js1L s
GIE i Led s ()
_ngﬁﬂ/ldb’l,@//wg%ade (i)
- /)16 PPEs /5}/51&&7@%@»@#’ (iii)

2 A (3J}3)(Plumber)ﬂrﬁg & s san



_ugjg»’;ﬁu/?/pbéUigui»fQ/.&c}ufuﬂiLUJ,@;/;» (iv)
St W S A I B S N LS )
s fenb gt e e tgt/;///ﬁ g 200 (i)
(Storing Tools and Equipment) t)?#/.:&»;,fwﬂi
S e L AT 6l Life Span)Ceid i Ats Znkn L L 6t Loy,
gh/tf@/gﬂjuﬁJ"c‘-dﬂ/”élff"c—eﬁJayﬁx?/@"ﬁ“»/wﬁic‘-&gJéfu@}“z”dtéwfufu'
BB e AU TN S e
(Protection from Damage) £5= L (i)
é‘J}ﬁ’“b‘—w‘U‘d/}}’bL’;Lﬁ’)-gj!L}’Z}’C’Loﬁ%}d}m)ﬂ"j;ﬂ}&b&yﬁtﬁq‘?.&}’f'@cdfé'}'/lﬂ;
5P bl yfe Lfe o liie & b LIS Qhe e
Lt
(Longivety and Performance)di/'jguldi‘/’g{;(ii)
/,lug;Jﬁ;/u};“ﬂ&w“cﬁ/;wK&Z@%ﬂ@tgV@;,;g;,,}iwgﬁéz,}u{dig
(Safety from Accidents) il = b (iii)
£ e\ Kb L LML KL une Py GSrb e & Sorbe 3 b el
e 2o
(Workspace Aesthetics) B/r‘!}d:{fd/(K (iv)
PPN SN PR R AR ISELIN g WY FL P oY TN
-
(Space Optimization) Jlai'flé?,;(v)
md’wyu%wpié‘g/r{;u?%&n/fjdfut?%éé_ e B AN
-
(Proper Storage of Tools) &ty
P S Bt e St e & /qvfutiiL/J’uu@CKg{;Jﬂi
e LB ELE G Ut e Gl sl
(Clean Tools Before Storing)(jlind/ﬂ;%cé./;}‘ (i)

3 AE (BJ;J)(PIumber)A:/"g & s san



e L OSTAS e st Sloe bl ET bt (8 e naSe o g it
e Frar 6 TR L ol Pl s 5L K
(Organize Tools) L/?’”//i (i)

e PG I # Ly e Soe bo\ bt s G fie 8L 8 S
e b o e (res ey
(Use of Pagboard)dl;&’l(b:fvg (iiii)

Dt G I S L b LA B Ly P st S5 L
Pt 2 L S Inl e e b okt Hbl e (LT

-
¢

(Tool Box and Chests)_w;’ul‘/(wi (iv)
BAA G En D L B o iGor o SN L LA %
bl e L S AL L
(Shelve Unit)esy =k (v)
T AP L L0 A e iy ok
(Tool Racks and Holders)jzﬂnulgfgd; (vi)
= TP St i\ L L Fiys b P L L g S it S

- LLJJ})

4 ¥ (SJ):‘)(PIumber)A:/"g & s san



(Control Humidity)qj/d;}-’;(ui (vii)
F3l P It et S G e o e
-i;Cﬁ@bCuﬁﬂdifngﬁ@iiL/J;ﬂ

5 A3 (3J}J)(Plumber)ﬂrﬁg & s san



:Z_b-'z’ué)
J‘zu,»;j{f @

(Follow Safety Programs)

07l

3 A6 LT bl S Kol 1K TS e UL § G At 2y 1
Dy
(Learning Outcomes) ét':uf/l'

S ¥ o J6E 2 L ey

SIS ke

ffﬂgywljm‘uj/lgfw e

e espp G sy,

AL bl (15 Ly

Jeke i 5

Ll e bb e G AU BT L 2l e Fomnd o€

PGS Uy 2

b ISE Tl B G b s Ul L& e oo S b Al 15

e 3

%}Lﬁg;umlumKTLQWJ/?J;J(KMIL"QE&@@%}JWLc,la’wmaj"fuﬁjuu
o

ST 4

I Posig A i g Lol 51650 S 1) 2 Vo521, £ K

L3, TSI (it b e TS s Bt S I 28 (15 g U
AP 51U o & SGES Ur e

6 A& (BJ;J)(PIumber)A:/"g & s san



7 A (3Js)(Plumber) 4 € & s sisk



:3_‘/';.’..‘&)
S 13 S S SLam (s
(Follow Federal, Provincial, Territorial and Muncipal Legislation)

(Learning Outcomes) él:':uf/,:

S ¥ b 61 2y 1 2y

U LI SIS e

IS s b K

S s e A e

o !}d!}mufmdwégﬁav&u{ﬁ_ﬁ,
gdﬁf;é%ufmu?gﬂ/ufu;}?},wﬁ/u:mfw led?/a@g’lgf!}é ;;367(3!5/? (f:&_ﬂ)
e S B g Qe e G5 Sa B K i s P L

(WDl 1956

By S

&fqbﬁruﬁ!}ﬁéi&G?Ju:mguyf?&Kuﬁuufg:djl/uib“&s%ﬂv@utuu@
et e B T

1934ek1y Lol 1

Y E RN L IS RN S N ST, el Fl 5

-€_d/,ﬁt/guju&ggw;uéafifu{,uc/ﬁ PG oemL 6ty 4

_u:;J/:.lZJ%m(uL/tJu:mf b+nyu,Jgwirm’m(’mmwérKu:w

(Safety Act 1997Employees)  1997<6 1G5 17201 2

—e P A bl b ogund e El Y IE )

-Unyﬁj%/)dﬁzﬁléu%uﬁjuugz% lgt/f‘ !/'Jittgg/kd)ufum,@ bl I

(Workplace Harassment) ey 3

e Wb & Ul RSy G K 1523 5 961(2010) o I

Lot £t il L6 e 5L dudi F s =3l o

et (BJ;J)(PIumber)A:/"g & s san



e G Bl e S bl ULt I A T
WAL bl S| 3
S TF e ind L STy F 23 L P StriseI L L st ]
_uthgégujl“LLﬁgr_an;
(International Laws) u.'.' ’}d ’}Uluf
(ILO-International Labour Organization ) (%/ :'%'u' ’jﬂ’df 1
e G FL sl 81y LS Lie Ut Uy i $o13S TLO
LG UAIAEEFS e b b S A e s 2 10
G SISl el By St MBI & b St I IO
G#V(}l&é&g&bﬂ&fégﬁ:&.ﬂ} 2
(Global Workplace Health and Safety Standards)
_ugZL@.uflidliﬂiuf;wﬁié’gw{’ofguyué:,b‘miaj"/?un@/ﬂ/j/&u
UL L fol ey s bl U Baur e S EIE
SEECAR LA TS P
(Workplace Safety and Health RegulationsEU)
231, UE i e g;ét/uiGL%JJ!WI}”VQ;LJVuf%uLuQng
oL (6 S Sl n L &SP AL S e blo S ST e S ot A1
e JEJ e T
w80 5, ALl el GFOOL Ay 4
JS(ICCPR) O# S Ll §rils u‘b»dl}wufm(UDHR)uw‘}}?;uzxw(}u 6 Ly
-€_Jg@ﬁfdﬁiuﬁju
-c;_J"l:CJ’KJYLL‘/’;{.;J(ch.[,oﬂ;!&wéﬂjiﬂﬁﬂ)!rﬁﬁﬁu%bf‘jl
=5 SAPL L1381 5
(International Women's Rights Protection)
(CEDAW) sl
L b LaboSOPL b s 1IN s
L L MNL ¥ e S as e ory J”J(:'u”ﬂf;(jv{ LS 6Bl Unabrg
-t

o

9 ¥ (BJ;J)(PIumber)A:/"g & s san




10 A5 (3J)(Plumber) 4 €& a5k



:4_‘/';.’..‘&)
S7E 15 3Ye

(Adopt Environmental Regulations)
(Learning Outcomes) él:':uf/,:
S s F6UIG 2 BIZ oy
SIS pend T S i2idur, #
T e el Fuik Qe
FSF el e %

U5 onE heendid Lo St 3Uripl o6

cxfdoy

-un,:uﬁdl.’i’!u.,zu'{/-‘a/aUT/;lu;;'%/d/;/‘/:f

A e G IS L g S0

Bl tu’éauk[ Ol il S E e B et 56
sk 2

_ujféaufz_u’g/dw&g AL TodE 2y ) ﬂ(}w&&g

G IAE L S QB Ll Seg § S i
gy 3

AP g S et S sl

Ui G e 35 g Sy e S AU TS 21656
S St AL ik

So s A8 4

G losec ik i) SN Aol b L S0
SN o6l S Sk S S L S

S ke s Usind 5

RS2l O TS =2 S D ¥l

e s S sl 3 T S 2 e

11 A5 (3J)(Plumber) 4 €& a5k



_J“/U?’w,gu“/dwugm@f«uuéﬁju{

Jeie s 6

BRI NSRS AV SR IY SUPRSICE A (o
PSS i oL L

S gy 7

RIS 2T N AL AT T A

L AEEUIN L1 S0
-q/ffJL/UWIJVM,;JiLLLf-J,@Lg

JrlgA 8

EPI SR I (RA Y PRI

_GIFTE S ki o\ A5GV ik bey S

N T

A Iy e P L3S T

e L Lot Bl Sz sl g sK

=i GETOUPL 10
eSS BT g S Tt L QS
S A L8 Sy SuR s S5 QYL Ut
ISR B It L S 53l el KIS,

MBI L LS ABL ey

U eI 5end L& S Ploe & tdlBL 120,
Cluesefls

ot et K3l K A (st S I 2L e
LA G sK S b o /JB/EL(:};
23Ot 2

S I ez A S B 1E e I

I AL L T e 3 b i s 2 P S

12 A5 (3J)(Plumber) 4 €& a5k



Jeloslansl LEAS 3

S UFL L B $L S A ek kLo

Ny /:;{uyﬁjfu;/ﬂj;!gu?w;¢Q/JWlo/;»:’/gf:ﬁ?%ﬁnugjl
ond 4

AL L L sty ool e LS, LB Bl St £ 3
ce el L b d 5258

S Ple & P ES B 5

GBS S e K

S E 65T &ym,féuﬁlf;uﬁgruff@é{uu
AR B

T L AL B ik ey UM S

e Pyt e Z IS tndi

Je1 LG 7

PN F A I G b o (Pl L (S0l e,
ce e et Q2 b

e Upd EAS 8

e Ut Al L8 S 3 h el

B & L SEABL AL

MBLE SS9
_ctgu%}&é_Lf.,Guy,’u;,,UL»“wuf;&urgqﬁtﬁwj&@@&?;é_ﬁ%ﬂuﬁf%;
e Gl

= $ETAUPL 10

KT R N LB IL L SFABG Ll s
e P\ Se S FE AL L S B SESES
Sl &b §r\ni S 2 /(‘5@5.{%,@1}%

13 A3 (3J)(Plumber) 4 €& a5k



:5&1_,@
Sk tbdé;
(Respond to Emergencies)

07l

3 A6 LT bl S Kol 1K TS e UL § G At 2y 1
LuE
(Learning Outcomes) ét':uf/l'

s K s FOUIG 2 BPIZ ey

£/ vei$ st
£ )65 U
VT AAR AR SRR 7 0
FIS e,
e 15,
(Emergency Response Training)_& /S5 8¢

Lt e el o $b e PGPl Ly i S Bt S S8,
JedUEetsi(Life Saving Skills) St b L bl Ut AL =l bl
it e S8 S st 1

e Gt L SIS ISt Ll St 225 )

e QAL e S 5 G

e G S B3 o e i)

-c‘_&m/?,,ﬁJrKﬁJdmz{_ ../’yud@// e (i)
(Emergency Practice) Y Y¥;

2P S i e S F B0 L L LAk SSosé st
-l

NI PN AL
(Define the Objectives)d"j(ﬂl}'» (i)

s A S 2 b P oasle Ui oo sasiede ik 6155,

X X%

e

14 A3 (3J)(Plumber) 4 €& a5k



(Choose Approperialte Type of Exercise)_,l‘?lK({.,«/l?d/f” (i)
_n[}fWéﬁ”muVyfgdxﬁﬁiLL/wa&,Wéfdé
(Involve the Stakeholders)././J G0 4n E-1 (iii)
ek Bl pr Sl p B U S i e e P L Y685
e Je
(Evalue the Performance)q/;f:l(f” (iv)
fgjja".nd‘bﬂu‘»,)bfcfféJidﬁ:gft"c‘_t/;ff(glgrﬁ“étéfk/dfﬁ,uﬂc—,q
B AL R L e aeis
(Method No. 1) 3 Auky
TEAN S SR AL o SEOHBIE L oI SL i
e VWU e dn S Ut SR U B un s nd  RTE A UA U
(Vertical b ¥y (FL By Tt e SI b SPEE S L P2l 2T
PSS S A = S 1 by AL Tunk "l T Tk Position)
L b nrry ,Q,g lj@u]»évl’uljuifu’l_énﬁ ey Ussfel
e S bbb eSS Sl e U Ut L 2y
et 3 2 VPN o bon e P Pt IS Bl By

_.LLH?

Best Method

(Alternative Method) 5 #G¢0=d L
st L PSSl g /dese o 0l cpnie L1 /Wby B,
UnL ty iz LBl f o sr S UP Ly oL i o BIZ KBS L PNE
ﬁ/mc,L/’/Lgl-c;_ﬁlﬁcf&/ﬁuﬂ:uﬁ?4c343@5/@&/’&?’;%L/’/Lfl/uiﬂg

15 A3 (3Js)(Plumber) 4 € & s sisk



ISPk 1L L WU E Bl S P $i it Lo b st
uf/l/;;,;/zﬁlfuﬁw.@)ﬁ;-ﬁ;Jnﬁ;uﬁu:%fié‘ﬁ/wc;L/C/u’Lu,,‘i.‘“{:’/u(/zg’;ﬂ
debnde e i e oii b

-~ \
\\\
<&

Alternate Method
(Method No. 2) 3 Akl

LB S AS & e &SI S Pl A ot g6 I VLS R
S L AEFWTYE L uriE 2o s S S P EL S 30528508
SIS S P pe e gt o LSS R p A\ Ll £ 1o 62 S HSS 5
J'. g [ T 2l P bl S Pl P /L/u‘/!n énd/uﬁy'%ifﬁ.ulgl/?;liyi
L AP SE Qi S LA S Pt Ussefi L B e 3 A STl U
_Ltgndtaujwu"i/fjuggJ»’)/d/tgd*vjcs,u’u‘;_‘f

8l Kﬂ/f@/&{fggu’l_u:/%/&lau(uﬂ.zm/ﬁﬂ//ﬁ?n;dtﬂf]v(ﬂ/;fu’l/l
I s & e S B s e Ik SR Ut 2L vl g Sloy st
-Q/C;/“J%L/wuﬁ,uéﬂ/cyzriugupzé

K‘\

Sowl palsety | pg with
-, fours ard miats lungs

Ak Ato lu-pa thes va limas avay minuial
avoid cadent's exheled sir Frese headback wards  Ley volir onha cack ans
loosen cloth 19 arcJne nack

Muuih - ivr - nvaih rexoseriation provedure

Artificial breath restoration

16 A3° (3J) (Plumber) &€ s 50k



(Emergency Response Plane) UQKJ‘LUK/‘/‘
(Mitigation) ....ef*
-L[/J%wf:/?(ydc'd}@@lb‘icw/"
At LB 1 w1 SS9
_%CﬁL,ﬁJ)fut)fvu,g 2L
AL L g QB s L0 S
(PREPAREDNESS) $.{
(Staff Training) & /ol
ke B Py o S5 ESUB L S B L st 12 L S
RESPONSE TO FAILURE J{JKU'KL
_Zuff{ﬁpuu,()i'vd,%dy}éuu:_mgﬂg("”?nﬁrgt,@ilV@_,z_1
WAV oy DA
DAV (ST N SN AT {7 AR
Ay &L S s
e
g
Setde
M
6 QL b
Py T6 sl bl S (e st
Jd/j Kty Ve
J"'/gidégmiéufﬁwfu/uuﬁ?ugz;_J(KtuﬁL/u:’jge:d/thgy/ﬁ
b SR WL P L o $6 LS Engineering Department
6y ST sl 556 IEngineering Department
(Recovery) Jls
bt o T bl OB T
&1 LIPS e il Tl Vs e P2 TE PSS K E1 g S G A e

17 A3 (BJ;J)(PIumber)A:/"g ik



< /L)/Jkuf/?%llédr‘”/d
_%lgttep_,;}ug»wésug»;y%gg?@u&/wnww&!.uLMWw»LM
I M
Sk Il L by

18 A3 (3J)(Plumber) 4 €& a5k



~WEy5l
(Summary of Module)

e L Sind  WEL FLnd o Tyt & S nsl et guTLu,%LJﬁﬁT
e S § Erd Ul P Lnﬂi&ni,_u:/ﬂg LS 958 e n 2 Jr6E S iz
G SEB st e Qe Zd S FUn S el

(CBIINE MGG 2 Gt e e TG LSS S o (13, £ 56
-Lgmu'wmf“mdﬁ'%lﬁl}lugzug“;/&gwméluf 192

Ledl e § It e W2t S S S S B AL,
Qe S S S e St e bt AL By

19 A3 (3J)(Plumber) 4 €& a5k



:«U’}"Lbé_lgé{j}’/l
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Prepare Word Document

Exercise 1:

Please type following text five times.

lkjhgtdsaasdfghjkl; lkjhgfdsaasdfghjkl; lkjhgfdsaasdfghjkl;

Exercise 2:

Please type following text five times each line.

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

sad shall salad sad shall salad sad shall salad

ash glad alas ash glad alas ash glad alas

all flask half all flask half all flask half

Exercise 3:

Please type and perform all editing operations by use of copy, cut, paste, paste special,
pick 7 drop.

A quick brown fox jumps over the lazy dog.

Exercise 4:

Please type

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

Exercise 5:

Please type

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

Exercise 6:

Please type

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

{forvar i=0}

(Use of Simple Formatting Tools)J&165_E/6ssl-_6

G JERUS 5t U U Ul HOME" £ 1 Format s ol )

‘Font(i)

SATE St b e e b T A b o &S U
CGSCSN AL b §n sl ol d L S i
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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.

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.
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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 pouse pointer over the various fonts. A live preview of the colour
willappear 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
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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.

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.

(Save Word Docuument in Directory)t s /"..( Eisdaed 1857
A (Steps) ittt Lo S S Gt A
g/ dile) Jo U ()

S (Save) UL WA U )
eyt LW G

~ /RIS Enter sl BN (save) s (iv)

s folpow)
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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.

Clear: Deletes the selected object or text,

Select All: Selects all text and graphics in the active document, Short Key of select all
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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.
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A table is a grid of cells arranged in rows and columns. Tables can be customized and

Inserting Table

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.
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Deleting Row or Column:

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

1. Select the row or column.

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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Creating a new workbook in MS Excel:

To create a new workbook, there are three different ways

1. It can open through a blank workbook.

2. It can also base a new workbook on an existing workbook.

3. Or it can create by using any other template.

1. Opening a new, Blank Workbook

- Open MS Excel Software by double clicking on its icon

* Click the File tab

* Click New

* Under Available Templates, double-click Blank Workbook.

Creating a New Workbook on an Existing Workbook:

1. Click the File tab.

2. Click New.

3. Under Templates, click New from existing.

4. In the New from Existing Workbook dialog box, browse to the drive, folder, or
Internet location that contains the workbook that wanted to open.

5. Click the workbook, and then click Create New.

Basics of Creating Formulas:

In Excel, each cell can contain one formula. When formula is entered in a cell, Excel
calculates the result of that formula and displays the result of that calculation .When
entering a formula, make sure Excel knows that what is want to do. Start a formula by
typing the = (equals) sign, then the rest of the formula. If the equal sign doesn't type the
first, then Excel will assume that the user is typing either a number or a text. A formula can
start either with a plus (+) or minus (-) symbol.

Formula:

A formula is a statement written and calculated by a user. Formulas can be as simple or
as complex as the user wants. A formula may contain values, references to cells, defined
names, and functions.

All formulas must start with the equal sign. Like "=B4*C4"

Function:
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A function is a code designed to calculate specific values and is used inside formulas.

Functions are typed along with parenthesizes at both sides, where in the arguments (if
any) are listed in between. There are different types of functions are available in excel like
Sum, IF, Average, Max, Min.

"=SUM( F4:G4)"

Creating Formulas:

There are different methods used for creating or inserting formulas in Excel. It can insert
through predefined formulas, using cell references or it can create through using point and
click method.

It is important to understand how to create simple formulas and use

Using AutoSum to Select Common Functions:

The AutoSum command allows to automatically returning the results for a range of cells
for common functions like SUM and AVERAGE.

Using AVERAGE Function:

1. Select the cell where the answer will appear.

2. Click the Home tab.

3. In the Editing group,

4. Click the AutoSum drop-down arrow and select the function you want (Average, for
example).

Learner Activity -2

Learner will Create New Worksheet

This learning activity consists of an interactive session in the class about creating a new
worksheet inserting data in worksheet modifying data in worksheet and learns about
different parts of a worksheet.

1: Ask learners how to create a new workbook.

2. Ask learners how to insert a new worksheet in a workbook.

3. Ask learners are they able to create their own worksheet at any specific place.

4. Ask the learners are they able to modify the elements of a worksheet.
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