ESWATINI GOVERNMENT
NATIONAL TRADE STANDARD
APPROVED BY THE INDUSTRIAL TRAINING BOARD
FOR TRADE TESTING IN THE TRADE/OCCUPATION
OF
DATA PROCESSING CLERK

(Word processing, Spreadsheet, Presentation)

(a) Practical Skills Requirements - Grade III

Every applicant must be able to:

Understand basic computer skills and knowledge

Start and shut the device and the software

File management — creating folders, moving, compressing and deleting folders
Creating and editing screenshot

¢ Observe all health and safety precautions-personal and equipment.

Microsoft Word:

Creating a document

Editing and formatting

Saving a document

Proofreading and verification (spellcheck and grammar)
Creating and formatting a simple table
Inserting and deleting rows and columns
Adjusting row height and column width
Reversing, redoing changes

. Inserting page borders

10 Copying, cutting and pasting

11.Finding and replacing text

12.Saving a word document to PDF
13.Inserting headers and footers
14.Changing line spacing

15.Changing paragraph alignment
16.Changing page layout

17.1Inserting page numbers

18.Bulleting and numbering
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19.Placing an image

20.Adding and removing columns in a document
21.Changing page set up

22.Creating and editing a company style

23.Using shortcuts

24.Understanding the clipboard

25.Bypassing the clipboard (dragging and dropping)

Microsoft Excel:

26.Creating a spreadsheet

27.Creating simple/basic formulas data
28.Using simple functions

29.Insert charts and/or graphs
30.Changing data types

31.Inserting headers and footers
32.Printing a spreadsheet

33.Printing setup

Microsoft PowerPoint

35.Creating a presentation

36.Creating and changing the slide master
37.Designing a theme

38.Inserting headers and footers
39.Inserting date and slide numbers
40.Inserting and printing speaker notes
41.1Insert charts and/or graphs

42.Using animations and transition
43.Creating a slideshow

44.Printing a presentation

(b) Tools and Equipment Requirements - Grade III

e Every applicant should be able to use Windows 10 or latest and Microsoft
Office Suite 2016 or latest.

e Pen



(c) Related Knowledge Requirement Grade III
Every applicant must have knowledge of:

1. Safety precautions
2. Computer risks awareness — viruses, malware, spyware
3. Identifying the computer hardware and peripheral devices



(a)

ESWATINI GOVERNMENT
NATIONAL TRADE STANDARD
APPROVED BY THE INDUSTRIAL TRAINING BOARD
FOR TRADE TESTING IN THE TRADE/OCCUPATION
OF
DATA PROCESSING CLERK

(Word processing, Spreadsheet, Presentation, Publication, Outlook)
Practical skill Requirements Grade II

In addition to fulfilling the Grade III requirements:

Every applicant must be able to:

Microsoft Word

1.

Adding page boarders

2. Inserting a date
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Inserting and formatting a WordArt

Inserting and formatting a Watermark

Change page orientation within one document

Import and export contents to another App in Office suite
Inserting symbols

Inserting advanced equations

. Creating and formatting an advanced table

10 Creating and updating a basic table of contents
11.Creating and updating a basic table of figures
12.Grouping and ungrouping objects

13.Bring forward and backward objects
14.Sub-sectioning a document

15.Tracking and showing changes

Microsoft Excel

16.Creating a formatting a table
17.Merging cells
18.Wrapping extra-long text



19. Exporting contents to another App in Office suite
20. Formatting cells

21.Sorting and filtering selected cells

22.Hiding columns

23.Creating advanced functions

24.Creating nested formulae

25. Creating complex functions

26.Displaying formulas

Microsoft PowerPoint

27.Creating and changing the slide master
28.Inserting videos and audios

29.Linking videos

30.Creating and format a table
31.Merging cells

32.Extracting sectors

33.Adding chart labels

34.Adding speaker notes

35.Inserting headers and footers
36.Shading

Microsoft Publisher

37.Creating publications

38.Editing and formatting publications
39.Adding boarders and accents
40.Inserting and formatting WordArts
41.Inserting a header and footer
42.Filling objects

43.Formatting background colour

44. Applying master pages
45.Importing pictures

46.Inserting page numbering
47.1Inserting text from a file

48. Printing publications

Microsoft Outlook:

49. Attaching a document to an email
50. Planning meetings
51. Creating, scheduling and delegating tasks

52. Sharing and configuring calendars
53. Setting a reminder to prioritize meeting



54. Utilizing Autoreply and creating signatures
55. Managing and cleaning emails

56. Backing up in different media

57. Retrieving erroneously sent messages

(b) Tools and Equipment Requirements - Grade II

e Every application should have his possession and/or be able to use tools
and equipment supplied as for Grade III.

e Internet connectivity



ESWATINI GOVERNMENT
NATIONAL TRADE STANDARD
APPROVED BY THE INDUSTRIAL TRAINING BOARD
FOR TRADE TESTING IN THE TRADE/OCCUPATION
OF

DATA PROCESSING CLERK

(Word processing, Spreadsheet, Presentation, Publication, Database, Outlook)

(a) Practical Skill Requirements Grade I

In addition to fulfilling the Grade II requirements:
Every applicant must be able to:
e Understand e-safety

Microsoft Word

Removing page boarders

Removing columns in a document
Removing a watermark

Sections and breaks in same document
Creating mail merge

Creating an advanced table of contents
Inserting advanced equations

Using a pivot table

. Inserting a hyperlink

10. Changing page colour
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Microsoft Excel

11. Creating built-in formula
12. Creating built-in functions
13. Sharing and protecting documents



Microsoft PowerPoint

14. Inserting objects (Images, SmartArts, Graphs)
15. Editing and formatting objects

Microsoft Publisher

16. Creating advance publications

Microsoft Outlook

17.Attaching a document to an email

Microsoft Access

18.Creating databases

19.Creating database objects (table, form query report)
20. Creating relationships in a database

21.Creating a primary and foreign key

22.Creating command buttons in a form

23. Utilizing a Rules Wizard

24. Printing a reports

(b) Tools and Equipment Requirements Grade 1

Every applicant should be able to use:
e Windows 10 or latest
e Microsoft Office Suite 2016 or latest.

e Internet



