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Introduction:

This Learner's Guide is developed on the basis of competency standards and
curriculum of “Post Press Operations”.

The National Vocational & Technical Training Commission (NAVTTC) has developed
a national qualification entitled, “National Vocational Certificate Level-2 in Post press
Operations Publishing (Junior Binder)”. Relevant industry and employers were
consulted in the design and validation processes in order to come up with a national
qualification that fulfills the requirements of the sector in general and the occupation in
particular.

This book covers all the topics in a clear and organized format for the Post Press
students. Through learning outcomes practical activities were added step by steps.
The topics covered were neatly illustrated for better understanding of the learners.
All of the lesson pages were carefully designed to eliminate distraction and to
focus the pupil’s full attention on the work at hand.

It carries 7 learning modules which are as under:

Module A: Perform Pre-Run Operation

Module B: Interpret Instructions on Docket for Publishing
Module C: Perform Basic Manual Binding

Module D: Perform Saddle Stitching

Module E: Perform Hot Glue binding

Module F: Perform Health & Safety at Workplace

Module G: Develop Computer Application Skills
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Module A: - Perform Pre-run Operation

Learning Unit:
After completion of this module the learner will be able to:

LU1: Perform cleaning in press room
LU2:  Maintain oil level
LU3:  Perform Dry run

LU4: Manage humidity in press room
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Learning Unit - :

LU 1: Perform Cleaning in Press Room (Post Press
Room)

Overview:

This learning unit describes the history of printing, packaging and publishing. It also
describes importance and methods of press room cleaning with cleaning equipment and
consumable.

Packaging and Publishing:

Printing means reproducing words or images on paper, card, plastic, fabric, or another
material in packaging and publishing departments. The world "packaging and publishing
(Printing)" ultimately comes a Latin word, “premére”, which means to press; just about
every type of printing involves pressing one thing against another. Packaging and
publishing are two different processes, packaging deals with production of boxboard
cartons and publishing deals with production of books, Newspaper, brochures etc.

History:
Before Print

The concept of publishing began long before the invention of the printing press. It began
as far back as the invention of writing. Scribes copied works all by hand. Obviously, this
was a long, painstaking process, thus, books developed along with movable type.

The Invention of the Printing Press

The Chinese inventor Bi Sheng reportedly invented the first movable type with
earthenware circa 1045, but it wasn’'t until Johannes Gutenberg invented his own
movable type with metal around 1450 that printing really took off. It was at this point that
books started to become more widely available. By printing books, the cost of production
was reduced enormously and more books could be printed faster. This allowed the
common citizen to afford books.

First Books

In 1455, The Gutenberg Bible was the first major book printed in Europe with movable
type. It wasn’t until 20 years later that the first book in English, Recuyell of the Historyes
of Troye, was printed. Then in 1640, the Bay Psalm Book was the first book printed in the
North American British Colonies.

Early Publishing Models

By the early 1800s, two publishing models had emerged. An author could sell the
copyright and receive a one-time payment from the publisher for the rights to the book.
Alternatively, the book could be published “on commission.” In this model, the publisher
would advance the cost of publishing the book and keep all of the profits until the cost
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had been recouped. After that, the publisher would keep 10 percent and the author would
get the rest. If the sales did not recoup the cost of publishing, the author would be
responsible for the cost.

The Inception of Traditional Publishing

Sometime in the next hundred years or so, these dual models faded and what we now
think of as traditional publishing emerged. In some ways, the traditional model blends
selling the copyright and publishing on commission. Many authors get an upfront payment
for their book, and authors sign away their rights to the book. Additionally, publishers
keep all profits until the cost of production (and the advance payment for the right to
publish) have been recovered, and then they give the author royalties. However, the
royalties are much lower, often between 10 and 20 percent.

The Introduction of Self-publishing

With the creation of the World Wide Web in 1990, the world of self-publishing exploded.
It was suddenly easy to type your book from a personal computer and send it to a printer.
When Amazon launched in 1994, it became much easier to sell your book online.
Simultaneously, the online program Story Space was released. It was a software for
creating, editing, and reading. Michael Joyce’s afternoon, a story was sold on floppy disks
as a demonstration of the program. When Create Space, then called Custom Flix Labs,
launched in 2002, it changed the game: it allowed authors to print and bind books like
any other professional book on the market. In the years that have elapsed since then, the
market has become flooded with self-published works. This a double-edged sword;
authors who are unable to get a publishing contract are still able to get their works out to
their readers, however they aren’t taken as seriously.

The Birth of Hybrid Publishing

Most recently, hybrid publishing has become a new model for authors to consider when
publishing. This new model gives authors the creative control of self-publishing and the
creative and professional expertise and distribution of traditional publishing. The payment
distribution is reminiscent of the “on commission” model of the early 1800s. The publisher
only takes a small cut of the royalties, but the author is responsible for the costs of
production.

Hybrid publishing is still coming into its own, and has made great strides towards being
seen as on par with traditional publishing in the last few years. In 2018, the Independent
Book Publishers Association published a list of nine criteria to be considered a hybrid
publisher. This gives the moniker legitimacy and establishes that the books are of quality
and available widely.

In 2019, traditional publishing, self-publishing, and hybrid publishing are the main paths
for publishing for authors.
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Describe the importance of tidiness in press room
Having less mess can make a bigger impact than you might know. It can enable

you to make healthier choices, reduce stress, and, ironically, can even help to free
up some much-needed time.
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Practical activity 1/2:

Perform Pre-run Operation

Module: A Learning Perform Cleaning in Press Room
Unit: 1
Practical Perform cleaning surrounding post press
Description: | machine as per instruction.
Time: 3 Hours
Saddle Stitch Machines, Hot Glue Binding Machine, Manual
Equipment Numbering Machines, Creasing Machine, Perforation Machine
Tools Instruction manual, Cleaning brush, Cleaning cloth
PPE Proper dress, safety shoes, safety gloves
Cleaning Cloth, Cleaning brush, Dust bin
Materials
Key Point A clean workplace ensures the safety and health of employees and
visitors.
¢ Perform daily cleaning surrounding post press machine
Learning as per instruction
Outcome: P '

e Perform cleaning of the machine as per OEM manual.

Precautions:

Ensure to wear safety shoes and other safety equipment before
starting this process

Instructions

Illustrations

1. Inspect entire surrounding areas of
machines thoroughly
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2. Clean floor of surrounding areas of the
machine with brush

3. Use cloth to clean oil leakage

4. Re-inspect the whole surrounding area
and make sure that it has been cleaned N/A

properly

5. Dispose of used article and place the
brush at its respective place

6. Wash your hands properly with
soap/detergent
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Perform Pre-run Operation

e Perform periodic cleaning as per duty chart.

Module: A
Learning
Unit: 1 Perform Cleaning in Press Room
Practical Arranging and cleaning of used tools.
Description:
Time: 3 Hours
Equinment Saddle Stitch Machines, Hot Glue Binding Machine, Manual
quip Numbering Machines, Creasing Machine, Perforation Machine
Tools Instruction manual, Cleaning brush, Cleaning cloth
PPE Proper dress, safety shoes, safety gloves
Cleaning Cloth, Cleaning brush, Dust bin
Materials
Key Point A c_Iean workplace ensures the safety and health of employees and
visitors.
e Perform cleaning of associated tools as per press room
Learning instruction.
Outcome:

Precautions:

Ensure to wear safety shoes and other safety equipment before

starting this process

Instructions

lllustrations

order

1. Arrange all used tools in

2. Pick tools one by one, and
clean it with cloth and
cleaning solvent
thoroughly.
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3. Place clean tools to its
respective place

4. Dispose of used articles in
dustbin.

5. Place unused cloth and
solvent agents to their
respective places

. PLASTIC

6. Wash your hands properly
with soap/detergent
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Learning Unit - :

LU 2: Maintain Oil Level

Overview:

In this learning unit learner will be able to know about oil viscosity, quality, level and
grading.

Viscosity: is a measure of a fluid's resistance to flow. It describes the internal
friction of a moving fluid. It is checking the lubrication particles in oil.

Do you
know?
Disadvantages of using low quality oil in machine: Viscosity is
1. It can damage machine gears the measure
2. It will produce unpleasant sound of a fluid’s
3. It will damage other parts of machine resistance to
4. 1t will cause low performance of machine flow

Capacity of oil tank in machine:
Every machine has different size of oil tanks according to its speed and size.

Remember:

Always use quality machine
oil recommended by OEM.

It should be in between min and max level mark.
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o
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Fill Cap Must B _— e

Closed For Ut 1o o L300
Operate

Machine has automatic pumping system to pick the oil and supply to particular parts
according to their requirements.

Oil grading system in machine
The selection of oil must be according to machine manual

List reasons of maintain oil level in machine:

¢ Non-maintained oil level may cause gear accidents.

e Low oil level may cause low performance of machine.

e Excess oil should be wiped from the press to prevent it from running on the floor
causing a hazardous working area around the press
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Practical activity 1/1:

Perform Pre-run Operation

Learning
Module: A Unit: 2 Maintain oil level
Practical Check and maintain oil level in machine as
Description: | recommended in machine manual.
Time: 4 hours
Equioment Saddle Stitch Machines, Hot Glue Binding Machine, Manual
quip Numbering Machines, Creasing Machine, Perforation Machine
Tools Funnel, Spanner set, Allen Key set
PPE Proper dress, Safety shoes, safety gloves
. Standard oil, substandard oil, OEM manual
Materials
Key Point Always use good quality oil
Learning e Check oil level in machine as recommended in machine manual.
Outcome:

¢ Maintain oil level as per machine manual

Precautions:

Grease the machine as per schedule

Instructions

Illustrations

oils

1. Put both oils in separate beakers
and check the viscosity of both

N

Check the lubrication of both oils
3. And finally put the standard oil in
the machine oil tank.
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4. Remove the substandard oil.

5. Check the oil level of machine
through magic eye.

6. Open the oil tank cap, fill the tank
and check the oil level again
carefully

7. Wash hands properly
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Learning Unit - :

LU 3: Perform Dry Run

Overview:

In this learning unit learner will be able to know about operating machine on dry run.

Dry Run Operation:

Check the oil level of machine

Oiling of the machine

Visual inspection to avoid presence of any article in machine before starting
Run the machine at different speed (Low-Medium-High)
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Practical Activity 1/1:

Perform Pre-run Operation

Learning
Module: A Unit: 3 Perform dry run
Practical Perform Dry run procedure on post press
Description: | machine as per instruction.
Time: 8 hours
Equipment Saddle Stitch Machines, Hot Glue Binding Machine, Manual
quip Numbering Machines, Creasing Machine, Perforation Machine
Tools Spanner set, Allen Key set
PPE Proper dress, safety shoes, safety gloves
Materials N/A
Key Point Ensure the electric phase in right direction
Learning . Perform Dry run procedure on post press machine as per
) instruction.
Outcome:

e Verify dry run through test run.

Precautions:

Ensure safety

Instructions

llustrations

1. Check the oil level of machine
through magic eye

2. Run the machine at different
speed (Low-Medium-High)

XS

3. Check the vibration of the
machine at different speeds
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Learning Unit - :
LU 4. Manage humidity in press room

Overview:

This learning unit describes humidity, its importance and methods to manage humidity
in any press room.

Humidity:

The moisture in the air is called humidity.

Importance of manage humidity in press room environment:

Any swings in temperature and humidity can cause dimensional
variations and loss of substrate flatness.

=

In printing, the moisture content can affect the interaction between the ink to the press,
the paper to the press and the ink to the paper. What you need is a higher moisture
level of about 55% RH (relative humidity) in the press hall. If the RH is lower, the dry air
will cause issues, such as curling, creasing and dot doubling.
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In low humidity, electrostatic buildup is also common and can also cause mis-feed, as
well as problems with stacking, trimming and folding when the paper starts sticking
together. And when the paper makes another pass through the printer, it can change
shape again and cause cracking along the folds once finished.

To manage the quality of printing and substrate, you have to manage the humidity in
press room

Key Benefits to manage humidity:
Proper humidity levels helps get rid of paper distortion and prevents static.
Humidity management procedures:

¢ Humidity should be recorded twice a day in press room.

e Substrate should be packed properly.

¢ Humidity should be recorded and mentioned in log book.

e Press room should be air conditioned.

¢ Doors and windows should be closed to control humidity.

¢ If any unusual humidity found, immediately report to the senior/Supervisor.

e If possible, put an enclosure around the press to maintain the required humidity
level.
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Practical Activity 1/1:

Perform Pre-run Operator

Module: A Learning
Unit: 4 Manage humidity in press room
Practical : - . .
Description: Verify humidity of press room as per instruction.
Time: 4 hours
Equipment Digital Humidity meter
Tools N/A
PPE Proper dress code, safety shoes
Materials
Key Point The quality of printing improves due to proper humidity levels
Learning ¢ Verify humidity of press room as per instruction.
Outcome:

e Apply humidity management techniques in press room.

Precautions: Printing substrate should be packed properly

Instructions Illustrations

1. Check the humidity of
the press room

2. If the humidity is in
between 40 to 60, it is
ideal for the printing
press room
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3. If the humidity of the
press room is less than
40, inform supervisor

4. Request Supervisor to
start humidifier if
humidity is less than
40.

Summary of the Module

In above module cleaning activities are well defined and practiced through multiple
practical. Smooth operations of machines cleaning activity have important role.
Cleaning tools and equipment after operation increase the working life of tools and
equipment. Cleaning of surrounding reduces the accidents.

e Cleaning and tidiness can help control or eliminate workplace hazards.

e Viscosity is a measure of a fluid's resistance to flow.

e Using low quality oil in machine cause low performance of machine. Always use
standard quality and grade oil and maintain oil level in machine.

e The moisture in the air is called humidity. Any swings in temperature and humidity
can cause dimensional variations and loss of substrate flatness. Humidity should be
recorded and mentioned in log book.

e We can manage humidity by operating humidifier.
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Frequently Asked Questions
(FAQs)

Question

Answer

From where the word of printing
& publishing is derived?

The world "packaging and publishing
(Printing)" ultimately comes a Latin word,
“premére”, which means to press;

What is viscosity?

Viscosity is the measure of a fluid’'s
resistance to flow

Which precaution should be
acted upon regarding excess oil?

Excess oil should be wiped from the
press room to prevent it from running on
the floor causing a hazardous working
area

How do we know the greasing
schedule

From OEM manual

How frequently should we
perform cleaning surrounding
post press?

Perform daily cleaning surrounding post
press machine as per instruction.

What is humidity?

The moisture in the air is called humidity.

How to describe automatic
pumping system?

Machine has automatic pumping system
to pick the oil and supply to particular
parts according to their requirements.

What should we do to manage
the quality of glue binding?

To manage the quality of glue binding we
must control the glue pot heater as per
OEM manual

What is the part of swings in
temperature and humidity?

Any swings in temperature and humidity
can cause dimensional variations and
loss of substrate flatness

10.

What can be happened by low
humidity?

In low humidity, electrostatic buildup is
also common and can also cause mis-
feed
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Self-Assessment (MCQs)

Please mark the correct one from the given options. You can check your answer with
the Answer Key at the end of this module

1) What are the disadvantages of using low quality oil in machine?

a) It can damage machine gears

b) It will produce unpleasant sound

c) It will damage other parts of machine
d) All of them

2) What is the ideal humidity for the printing press room?

a) 40to 60
b) 30to 50
c) 20to 40
d) None of above

3) From which of the following the quality of press room and binding room improves to
get rid of paper distortion and prevents static.

a) Proper humidity
b) Low humidity
c) High humidity
d) None of above

4) When the humidity should be recorded in press room?
a) Once
b) Thrice
c) Fourtimes
d) Twice

5) Machine operations also become more _ because proper humidity levels directly
contribute to less downtime.

a) Effective

b) Emergent

c) Efficient

d) None of above

6) It is needed to have a higher moisture level of about RH (relative humidity) in
the press hall.

a) 25%

b) 35%

c) 45%

d) 55%
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7) The moisture in the air is called
e) Humidity
f) Viscosity
g) Lamination
h) None of above
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MCQ No. Correct Answer
1 d
2 a
3 a
4 d
5 c
6 d
7 a
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Module B: - Interpret instructions on Docket for
publishing

Learning Unit:

After completion of this module the learner will be able to:

LU1: Determine job order details

LU2:  Verify dummy/sample for publishing
LU3: Verify material quality for publishing
LU4: Verify substrate sizing
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Learning Unit - :
LU 1. Determine job order details

Overview: The purpose of this learning unit is to inform the learner about docket/job
card and its importance, to provide knowledge of necessity of instructions on job card and
its contents (e.g. job title, quantity, artwork, size, GSM and thickness of substrate (paper
or board), dummy/sample, no of forms, numbering types and details, perforation, title
coating/creasing, title cover and inside pocket, hard case, dust cover, thread stitching,
saddle stitching and hot glue, special instructions).

Docket/Job Card: A job card is a detailed description of work that is performed for
a work order.

Importance of docket/job card:

Interpretation of job card is very important. It enables the learner to interpret the job and
sequence of the activities to be carried out during the performance of the job.

A job card is consists of following:

e Job title

o Artwork

e Dummy/sample
e Job type

e Quantity

e Sijze of Substrate

e Binding details
DOCKET nwraret Dacket: |
Publishing]

ABC Frintng Priss Job Cand no.
m
PO Rz [r v
Defvery deje
Ansigea | O 15 Wath 203 2 Warch 2020
G ey
Job Tyae Text Bock
Qe 20
Ciar: 141
size e
Tire Ottt
Fages 22
el (M
Forms: 2

Epeial instrotizne: ey binding type

Aoty Eample 2 pu peinzan =g
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Interpretation of docket/job card:

e Printed dummy/sample
e Cutting/trimming

e Folding & gathering

o Type of binding

e Size of book
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Module: B

Interpret instructions on docket for publishing

Learning Determine job order details
Unit: 1
Practical Interpret docket/job card as per instructions
Description:
Time: 1 hours
Equipment N/A
Measuring scale, weighing scale with cutter, micro meter, Vernier
caliper
Tools
PPE Proper dress code, safety shoes
_ job card/docket, dummy sample, log book
Materials
. Always check material specification before binding
Key Point .
Prepare specimen as per dummy
Learner will be able to:
_ Determine job title from docket/job card.
Learning
Outcome:

Verify availability of reference specimen in docket/job card.
Determine quantity of job as per docket/job card requisition.

Determine coating applications on from docket/job card.

Precautions:

Ensure personal and environmental safety.
Verify front lay and side lay before binding process

Instructions

Illustrations

1. Verify the printed substrate with
measuring scale
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7. Verify the substrate GSM/thickness
by weighing scale with cutter/ micro
meter

8. Verify the no. of forms

9. Verify dummy with gathering and ' s s
numbering sequence FIE R e

ARE AL LAl

v i Sy
TURE READY 10,

10. Verify availability of reference
specimen in docket/job card
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11. Verify coating applications

12. Verify binding format as per
docket/job card

PERFECT BOUND SADDLE STITCHED

13. Note down the verifications in log
book

=
= 3
==

I\
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Learning Unit - :
LU 2: Verify dummy/sample for publishing

Overview: The purpose of this learning unit is to inform the learner about dummy/sample for

publishing, GSM value, and effects of variation in GSM value, importance of maintaining

viscosity of glue.

GSM values:

GSM value means gram per square meter. The weight of paper is measured in GSM.
Effectively, this is the thickness of the paper: Most printing paper has a GSM between 40
and 150. Anything equal and above 170 is considered as card.

Effects of variation in GSM value:

Variation in GSM value of substrate, affects the quality of product.

Although any weight of paper can be used for any printed item, there are generally a few
unwritten guidelines we follow in order to make sure the finished product is suitable for
its purpose.

Hot Glue: The glue. Hot-melt EVA (Ethylene Vinyl Acetate) glues have long been the
staple of the small commercial bookbinder. They're inexpensive and can be left in the
machine and reheated at any time, making them the choice for almost all small-
format perfect binders under six pockets.

WELLDONE EQUIPMENT ALL PAPER FINISHING SOLUTIONS

PERFECT BINDING GLUE CHIPS

In perfect binding, adhesive alone is used to attach the pages of a book together and
attach the book’s cover. If only one adhesive application is used to construct the book, it
is called a “one-shot process.” When two adhesive applications are required, it is a “two-
shot process.” In the latter process, the first application of adhesive binds the bases of
the book together. This adhesive is sometimes referred to as “primer” glue. The second
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application of adhesive is used to attach the book’s cover to the book spine. This adhesive
is referred to as the “cover” glue.

Viscosity of Glue:

Often, multiple glue pots are used to apply separate layers of different adhesives.
Paperback books, for example, have one layer of a low-viscosity hot-melt
adhesive applied to bind the pages together, while a layer of a high-viscosity hot-melt
adhesive is used to adhere the book block to the cover.
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Interpret instructions on docket for publishing

Module: B Learning Verify dummy/sample for publishing
Unit: 2
Practical Verify page numbering sequence as per
Description: | instructions
Time: 30 min
Equipment N/A
N/A
Tools
PPE Proper dress code, safety shoes
Printed dummy/sample, log book, Job card
Materials
Key Point Always check page numbering sequence before binding and
Learning . . .
Outcome: Learner will be able to verify page numbering sequence

Precautions:

Ensure personal and environmental safety.
Verify front lay and side lay before binding process

Instructions lllustrations
Anin e re '"lm'mﬂ
DOCKE:I:Inl::::ernMnL
ABC Printg Friss Job fand no.
i
F— 15 MaTh 22 March 3030
Clit FaPca
Job Tyae Text Bock
Qe nn
1. Interpret docket/job card T
Faper Tare it
Fages | 322
GEN m
Forms: 2
peoizl instroetions: | \erly bining fype
ot Eampie Ea pwr presidec as gl
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2. Verify page sequence with folding

3. Verify first and last page

Contents

1 First title
Preface

1 Introduction
First chapter

Second chapter

e oW oW

Third chapter

II Second title
Preface

1 Introduction

2 First chapter
3 Second chapter
4 Third chapter

Appendix

Junior Binder

4. Note down the verifications in log book

=
/
—

—
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Practical activity 2/2:

Module: B

Interpret instructions on docket for publishing

Learning Verify dummy/sample for publishing
Unit: 2
Practical Verify binding format as per job card
Description:
Time: 30 min
Equipment N/A
N/A
Tools
PPE Proper dress code, safety shoes
Dummy Sample, log book, Job card
Materials
Key Point Carefully check the binding format and availability of its material
Learning Learner will be able to:
Outcome: verify binding format as per job card

Verify glue application as per dummy

Precautions:

Ensure personal and environmental safety.
Verify front lay and side lay before binding process

Instructions lllustrations
. o DOCKET ntwrpeet Dokt |
1. Interpret docket/job card Al Putilching)
ABL Frining Fiiss Jab Cand no.
1
Amwgrag | O 15 larch 2080
st Fma
e Ty Text Bock
AR 00
Cior 1+1
size aETa T
Fapsr :; :"‘
QEN ™
Forms: 2
Sl instnmtion: ‘iiesty brding e
o Eamgie Ra parproskdesi 1 mghe
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2. Verify book serial number

£ = i~
N J 3

D I &

i B -
SN\ A 4
A b N d

| e s,

\» Russian Music,

3. Verify glue application as per
dummy

Junior Binder

| The Mentor:

Vol. 4, Num. 18,
Serial No. 118,
November 1,

4. Note down the verifications in log
book
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Learning Unit - :
LU 3: Verify material quality for publishing

Overview: The purpose of this learning unit is to inform the learner about material

guality, applications of coatings, traceability marks, artwork in printing industry and

different types of binding material.

Applications of coatings:

A coating can add a layer of protection to printing. It can help prevent the ink from rubbing
off on to the surface next to it.

Print coatings can help your printed products stand out by making them more durable,
more elegant or by bringing the reader's attention to the right spot.

Traceability marks:
It is used for identification of machine or concerned operator to fulfill the task.
Artwork in printing industry:

Any design produced primarily to give the client an approximate idea of what the
printed piece will look like. It is the latest approved printed copy of work being printed.
Artwork has been through spell check and color verification as per customer
requirements.
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The art work should be looked to verify the following points:

¢ Number of colors in job with plates
e Placement of printing on substrate as per artwork

Binding Material:

¢ Following binding materials are used in publishing:
e Title cover

e Saddle stitch wire

e Saddle stitch pin

e Hot glue
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Interpret instructions on docket for publishing

Module: B Learning
Unit: 3 Verify material quality for publishing
Practical Determine type, grain and Gram per Square Meter (GSM) value
Description: | of substrate as per docket/job card.
Time: 1 hour
Equipment Round Cutter, Weighing scale
Tools N/A
PPE Proper dress code, safety shoes
Materials Substrate as per job card, Note book, Pen/Pencil
Key Point Verify the material quality
The learner will be able to:
o Determine type of substrate as per docket/job card
Learning o Determine grain of substrate as per docket/job card.
Outcome:

o Determine Gram per Square Meter (GSM) value of substrate as per
docket/job card

Precautions:

Carefully check the guality of material

Instructions

Illustrations

1. Collect the desired substrate
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2. Adjust substrate on round
cutter

3. Cut the required substrate on
round cutter.

4. Transfer the cut piece on
substrate weighing scale

5. Perform weighing of substarte
on scale

6. Maintain record of weighing
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Learning Unit - :
LU 4: Verify substrate sizing

Overview: The purpose of this learning unit is to inform the learner about

substrate, checking substrate sizes, effect of size variation on substrate, substrate

trimming procedure, grain of substrate and its importance.

Substrate: Substrate is used in a converting process such as printing or coating to
generally describe the base material onto which, e.g. images, will be printed. Base
materials may include: ... any variety of paper (lightweight, heavyweight, coated,
uncoated, paperboard, cardboard, etc.), or. Parchment.

Method of checking substrate size:

e The paper size is mentioned on packing of paper ream for sheet-fed.
e The same can be verified through a full-size ruler by taking a sheet of paper from
the ream and measuring it.

Substrate trimming procedure:

Paper Cutting Machine

In printing and finishing operations, the acts required to reduce sheets of paper (either
blank or printed) to a desired size. Webs of blank stock are often cut into sheets prior to
shipping to a printer. (See Sheeting.) Paper sheets need to be trimmed prior to printing
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to ensure that edges are perfectly square and straight to remove extra edges
containing registration marks, etc.

Grain of substrate and its importance:

The grain direction of paper is an important factor to consider when planning

your print projects. It affects how the paper prints, folds and binds. Simply

put, paper folds and tears more easily with the grain than against. The grain direction is
determined by the direction in which the paper fibers are aligned.

Right grain Wrong grain
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Interpret printing instructions on docket

Module: B Learning
Unit: 4 Verify substrate sizing
Practical . .

rac If:a. Checking of substrate size

Description:

Time: 1 hour

Equipment N/A

Tools Measuring ruler

PPE Proper dress code, safety shoes

Materials Substrate, Docket/job card

Key Point Verify the substrate size

Learning : .

Outcome: The learner will be able to check size of the substrate

Precautions:

N/A

Instructions

Illustrations

1. Collect the desired docket/ Job card

Job Description Template

Company Name

Job Description
Job Title

nnnnnnnnnnnn oate:

List of Key Responsibilities:

List of General Responsibilities:
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2. Collect the substrate.

3. Put the ruler to the substrate and
verify if it is as per docket/job card,
machine size

4. Immediately report to the
Supervisor/Senior if there is an
abnormality
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Summary of the Module:

A docket/job card is a detailed description of work that is performed for a work
order. It enables the learner to interpret the job and sequence of the activities to
be carried out during the performance of the job. A job card consists of artwork,
guantity, size and GSM of substrate, binding details.

GSM value means gram per square meter.

Variation in GSM value of substrate, affects the quality of product.

The glue. Hot-melt EVA (Ethylene Vinyl Acetate) glues have long been the staple
of the small commercial bookbinder.

One layer of a low-viscosity hot-melt adhesive applied to bind the pages together,
while a layer of a high-viscosity hot-melt adhesive is used to adhere the book
block to the cover.

A coating can add a layer of protection to printing. It can help prevent the ink from
rubbing off on to the surface next to it.

Traceability marks are used for identification of machine or concerned operator to
fulfill the task.

Art work is the latest approved printed copy of work being printed.
Following binding materials are used in publishing:

» Title cover

» Saddle stitch wire

» Saddle stitch pin

> Hot glue
Substrate is used in a converting process such as printing or coating to generally
describe the base material onto which, e.g. images, will be printed.
The paper size is mentioned on packing of paper ream for sheet-fed.
The same can be verified through a full-size ruler by taking a sheet of paper from
the ream and measuring it.
In printing and finishing operations, trimming is required to reduce sheets of paper
(either blank or printed) to a desired size.
The grain direction of paper is an important factor to consider when planning
your print projects. It affects how the paper prints, folds and binds.
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Frequently Asked Questions
(FAQs)

Question

Answer

1. Enlist any two types of Coatings?

a. Water based.
b. UV coating.

2. Why form numbers are important?

It's important for folding, gathering and
page sequence

3. What is a Docket/job card?

A Docket/job card is a detailed
description of work that is performed for a
work order.

4. How many processes packaging
and publishing have? Kindly
describe.

Packaging and publishing are two
different processes; packaging deals with
production of boxboard cartons and
publishing deals with production of
books, Newspaper, brochures etc.

5. What is importance of docket/ job
card?

Interpretation of job card is very
important. It enables the learner to
interpret the job and sequence of the
activities to be carried out during the
performance of the job.

6. Traceability mark is used for?

It is used for identification of machine or
concerned operator to fulfill the task.

7. What is the meaning of GSM
values?

GSM value means gram per square
meter. The weight of paper is measured
in GSM. Effectively, this is the thickness
of the paper.

8. What are the effects of variation in
GSM value?

Variation in GSM value of substrate,
affects the quality of printing.
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9. What are Applications of
coatings?

A coating can add a layer of protection to
printing. It can help prevent the ink from
rubbing off on to the surface next to it.

10. Mention any one key benefit to
manage humidity?

The quality of printing improves due to
proper humidity levels because it helps
get rid of paper distortion and prevents
static.
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Self-Assessment
(MCQs)

Please mark the correct one from the given options. You can check your answer with
the Answer Key at the end of this module

Q 1. What are the benefits of coating?

a) To make the product looks prettier and long life.
b) To reduce shelf life.

¢) To reduce product quality.

d) To reduce product appearance.

Q 2. Why we develop Dummy?

a) To store in library.

b) Self-satisfaction.

c) To store in market

d) To get approval from client.

Q 3. Which of following is binding material?

a) Air

b) Water.

c) Gray board
d) Fire.

Q 4. Grain is important in binding.

a) True.
b) False

Q 5. Glue viscosity will remain same for art paper and news print paper.

a) True.
b) False

Q 6. What is the abbreviation of GSM?

a) Gram per Square Meter.
b) Gallon per Square Meter.
c) Gross per Square Meter.
d) Grain per Square Meter.

Q 7. Identify the machine in given figure-1?

a) Crimping Machine
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b) Coating Machine.
¢) Cutting / trimming Machine
d) Copy Machine

Q 8. What would be the effects in publishing, if folding is not correct?
a) The client will reject the job.
b) The cutting is proper.
¢) The matter of printing cannot be cut.
d) The client is satisfied with the job quality.

Q 9. Enlist any two reasons for wrong grain substrate?

a) Broken crease.

b) Losing in box hardness
c) Pasting problem

d) Box shape problem

Q 10. Glue is not a type of coating material?

a) True
b) False
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Answer Key

Junior Binder

MCQ No. Correct Answer
1 a
2 d
3 o
4 a
5 b
6 a
7 c
8 a
9 a&d
10 a

50| Page




‘ A

| POST PRESS

OPERATIONS
(Publishing)

Learner Guide

National Vocational
Certificate Level 2
Version 1- December 2019

Module-C




National Vocational Certificate Level-2 Junior Binder
(Publishing)

Module C: - Perform Basic Manual Binding

Learning Unit:

After completion of this module the learner will be able to:
LU-1: Perform substrate handling

LU-2: Perform paper counting

LU-3: Perform manual numbering

LU-4: Perform creasing and perforation

LU-5: Bind gum pads

LU-6: Perform manual folding

LU-7: Perform post production activity

LU-8: Maintain log book
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Learning Unit - :

LU 1: Perform substrate handling

Overview: The purpose of this learning unit is to inform the learner about side lay

and front lay and their importance.

Side lay and front lay:

The purpose of side lay is to keep a perfect registration of the substrate from the inside.

The purpose of front lay is to keep a perfect handling of the substrate from the front-lay
side.
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Learning Unit - :

LU-2: Perform paper counting

Overview: The purpose of this learning unit is to inform the learner about fanning

of substrate.

Purpose of fanning: Following are the some purposes of fanning;

a) Toremove static between sheets.

b) Easy to count.

c) To avoid doubling during number stamping.
d) For proper stacking.

e) To control the wastage.

AFLEA AR

53| Page



National VVocational Certificate Level-2 Junior Binder
(Publishing)

Practical Activity 1/1:

Perform Basic Manual Binding

Module: C Learning _ _ .
Unit: 1, 2 Perform substrate handling with numbering
Practical Verify the substrate stacking, numbering and counting according

Description: | to docket/job card

Time: 1 hour
Equipment Round Cutter, Weighing scale
Tools N/A
PPE Proper dress code, safety shoes
Materials Substrate as per job card, Note book, Pen/Pencil
Key Point Carefully handle the substrate
The learner will be able to:

_ Verify side lay and front lay as per instruction.
Learning
Outcome: Prepare paper stacking as per instruction.

Count substrate as per instruction.

Precautions: Carefully check the numbering as per SOPs

Instructions Illustrations
Annexure m-mlum
DGCHE:J:::::-:::M::—
SECA Job Cand na.
i
Arsigeas | O 15 Wt 2330 72 March 2020
et FaEan
Job Type Text Bock
. . maniity: 2001
Clor; 1o
1. Verify the job card thoroughly B i
Tipe 2=
P Fagss =
SEN ™
Forms: 2
Speoial instruotizne: | ety Bnging tpe
Mm 23 pwepumde mTra
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2. Verify side lay and front lay as per

instruction.

3. Perform Paper fanning as per
procedure.

4. Prepare paper stacking as per
instructions

5. Count substrate as per instruction.
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6. Stack the counted sheets as per

instruction

7. Note down the varifications in log
book
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Learning Unit - :

LU-3: Perform manual numbering

Overview: The purpose of this learning unit is to inform the learner about manual
numbering.
Types of numbering: Page numbering is the process of applying a sequence of

numbers (or letters, or roman numerals) to the pages of a book or other document. The
number, which may appear in various places on the page, can be referred to as a page

number or as a folio.

Numbering Machine

Like other numbering schemes such as chapter numbering, page numbers allow

the citation of a particular page of the numbered document and facilitates to the reader
to find specific parts of the document and to know the size of the complete text (by
checking the number of the last page).

57| Page


https://en.wikipedia.org/wiki/Chapter_(books)
https://en.wikipedia.org/wiki/Citation

National VVocational Certificate Level-2 Junior Binder

(Publishing)

Perform Basic Manual Binding

Module: C Learning .
Unit: 3 Perform manual numbering
Practical Perform manual numbering on Bill book according to docket/job
Description: | card

Time: 1 hour

Equipment Numbering Machine

Tools Stick for changing the number series, Stamp

PPE Proper dress code, safety shoes

Materials Bill Book, Note book, Pen/Pencil

Key Point Carefully check the number series
The learner will be able to:

Learning Adjust number sequence of numbering stamp.

Outcome:

Stamp numbering

Precautions:

Be careful during the process

Instructions lllustrations
Aneexre e
ﬁ;];“ DGCI{E:J::::::;&MHL
ABC Py Pass Job Cand no.
1
Im
Ansigeed | 0K 15 WAt 33 22 March 2020
it Fara
Job o Text Bock:
) i Guantity 2000
1. Verify the job card thoroughly I
Tape Oiftnt
= Fages =
BEN m
Forme: 2
Epeoial instnobions ‘erfy binding tpe
obBamgle &3 par proskde an T
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2. Fill the ink pad as per

instructions.

3. Adjust number sequence as
per procedure.

4. Verify impression quality of
numbering
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5. Stamp numbering as per
docket.

6. Clean the figures of
numbering as per

instructions

7. Note down the varifications in
log book
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Learning Unit - :

LU-4: Perform creasing and perforation

Overview: The purpose of this learning unit is to inform the learner about creasing

and perforation and their importance.

Importance of creasing and perforation:

Creases are lines that are made in paper when it is crushed or folded.
Creasing a printed piece allows for easy folding and reduces unsightly cracking at the

fold line.

If the creasing alignment is not correct, then the folding will be wrong.

Perforations are small holes that are made in something, especially in paper that
needs to be removed. In addition, the perforating feature provides for the separation of
multiple documents printed on one sheet such as tickets or tear-offs

When held to the light the small oblong leaves are seen to possess tiny perforations.
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Perform Basic Manual Binding

Module: C Learning . )
Unit: 4 Perform creasing and perforation
Practical Perform creasing and perforation on cover of a writing pad

Description: | according to docket/job card

Time: 3 hours
Equipment Creasing machine, Perforation Machine
Tools Spanner set, Allen Key set
PPE Proper dress code, safety shoes
Materials Writing Pad as per job card, Note book, Pen/Pencil
Key Point Carefully handle the substrate
Learning The learner will be able to:
Outcome: Adjust perforation/creasing as per docket.
Precautions: Maintain the pressure of creasing to avoid any damage
Instructions [llustrations
g}::j“‘ DGCKE:ILIIn‘:::n“rT'tMHL
ABC Frintng Friss Jab Card no.
101
PO Rz G20 M‘ﬂm
Axsigeas | 0K 15 Wath 2823 |w
Job T = ?TBM
1. Verify the job card thoroughly i
o L
Speial insinutions | ety bneing fps
ot Bampie £a g prosidedae g
" Front ) ] Back W
2. Verify side lay and front lay : | & | B ) L L
as per instructions. I T T T T ol e
4 13 16 1 2 15 14 3
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3. Adjust impression for

perforation/creasing as per

instructions.

4. Adjust perforation/creasing as
per docket

5. Carryout
perforation/creasing as per

instructions.

6. Note down the varifications in
log book
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Learning Unit - :
LU-5: Bind gum pads

Overview: The purpose of this learning unit is to inform the learner about types of

binding

Types of binding:

Following are the main types of binding;

» Saddle stitch binding.
» Hot glue binding.
» Hard cover binding
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Perform Basic Manual Binding

Module: C Learning .
Unit: 5 Bind gum pads
Practical Perform Bill book gum binding according to docket/job card
Description:
Time: 1 hour
Equipment N/A
Tools Knife, Hammer, Scissor
PPE Proper dress code, safety shoes
Materials Glue, Binding Cloth, board, Bill Book, Note book, Pen/Pencil
Key Point Carefully check the binding side lay
The learner will be able to:
Verify side lay and front lay as per instruction.
Learning Stack the counted sheets as per docket
Outcome:

Apply the glue on binding side with a sponge.

Paste the cover page on the pad as per docket

Precautions:

Do not leave glue jar open

Instructions

Illustrations

A in Jub Card no.
il
Arsigeas | 0 15 ach 203 |Z|:!ul:;d$n
i
. . uariite 200
1. Verify the job card thoroughly = e
e e

DOCKET (insorpret Docket
Fubiishing]

Pigig

b Fameie Fa e pesde aETEe
Front Back
2. Verify side lay and front lay s | a | 6 8 Lot | w| o
as per instruction. -
4 13 16 1 2 15 14 3
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3. Stack the counted sheets as
per docket

4. Insert the separator card as
per docket

5. Apply the glue on binding
side

6. Separate the pad with the
knife

7. Paste the cover page on the
pad as per docket
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/
8. Note down the varifications in //

log book %
/

——
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Learning Unit - :

LU-6: Perform manual folding

Overview: The purpose of this learning unit is to inform the learner about manual
folding operations.
Manual Folding:

Book folding is the stage of the book production process in which the pages of the book
are folded after printing and before binding. Until the middle of the 19th century,
book folding was done by hand, and was a trade.

A "book fold" refers to how paper is folded so that pages can be turned. Some programs
allow you to easily format your documents to print, so that they will be in the order of a
booklet. Depending on the information you want to publish in your booklet, you can format
it so that a document is split into two halves or four quarters.

Some common folding types are;

> Half Fold.
> Tri-Fold.
> Z-Fold
> Parallel Fold
Half Fold Tri Fold /
< - Letter <
\H*
Z Fold Accordian Fold =1 MapFold/ e
i \/\/ Double Parallel
French Fold / Gate Fold Parallel Fold
Right Angle @A N <> -
e L —
Module: C Perform Basic Manual Binding
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Learning _
Unit: 6 Perform manual folding
Practical Verify the substrate stacking, numbering and
Description: | counting according to docket/job card
Time: 1 hour
Equipment Round Cutter, Weighing scale
Tools N/A
PPE Proper dress code, safety shoes
Materials Substrate as per job card, Note book, Pen/Pencil
Key Point Carefully handle the substrate
The learner will be able to:
_ Verify side lay and front lay as per instruction.
Learning
Outcome: Prepare paper stacking as per instruction.

Count substrate as per instruction.

Precautions:

Numbering should be checked carefully

Instructions Illustrations
i A e m'."‘:."’“
DGCKE;E::::;TM:L
BT Prinfing Fruss Juh Card na.
10l
E=A
P 15 Warch 223 22 Masch 220
it Famas
Jeb Tyae Text Bk
1. Verify the job card thoroughly LS
Tipe [
Faper g @
GEN m
Forms: 2
Epeaial instotiznes Yerify bingding fype
Ao Eampe 2a parpoeided e e
Front Back
2. Verify side lay and front lay s |l al e 8 1 ol m | o
as per instruction. — -
4 13 16 1 2 15 14 3
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3. Verify folding position of the
printed substrate as per
docket.

4. Verify page numbering
sequence as per instruction.

5. Carryout manual folding
operation as per instruction

6. Separate the pad with the

knife.

7. Paste the cover page on the
pad as per docket
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8. Note down the varifications in
log book

=
/
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Learning Unit - :

LU-7: Perform post production activity

Overview: The purpose of this learning unit is to inform the learner about importance

of the cleaning after work.
Importance of the cleaning after work:
Cleaning and tidiness can help control or eliminate workplace hazards. Poor

housekeeping practices frequently contribute to incidents.

Effective cleaning is an ongoing operation: it is not a one-time or hit-and-miss cleanup
done occasionally. Periodic "panic" cleanups are costly and ineffective in reducing
incidents.

r )

[ KEEPING YOUR

CLEAN

IS PART OF YOUR
JOB ASSIGNMENT

. S
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Perform Basic Manual Binding

Module: C _ _ Perform post production activity
Learning Unit: 7
Practical Perform daily cleaning of post press surrounding as per
Description: SOP

Time: 5 hours

Equipment N/A

Tools N/A

PPE Proper dress, safety shoes, safety gloves

Materials Cleaning Cloth, Cleaning brush, Dust bin

Key Point A clean workplace ensures the safety and health of employees and visitors.
The learner will be able to

Learning . clear the work station as per SOPs

Outcome:

Precautions:

Ensure to wear safety shoes and other safety equipment before starting this
process

Instructions

Illustrations

1. Inspect entire surrounding areas of
press room thoroughly

1. Clean floor of surrounding areas of the
machine with brush
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2. Use cloth to clean oil leakage

3. Re-inspect the whole surrounding area
and make sure that it has been cleaned

properly

4. Dispose of used article and place the
brush at its respective place

5. Wash your hands properly with
soap/detergent
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Learning Unit - :

LU-8: Maintain log book

Overview: The purpose of this learning unit is to inform the learner about
importance of record keeping.
Importance of record keeping:

The essence of good record keeping is good bookkeeping. Efficient bookkeeping will
save you time and money in the long run. Proper business record keeping provides the

business a real advantage over the competition in different ways.
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Summary of the Module:

The purpose of side lay is to keep a perfect registration of the substrate
from the pin side.
The purpose of front lay is to keep a perfect handling of the substrate
from the front-lay side.
Following are the purposes of fanning;

» To remove static between sheets.

» [Easy to count.

» To avoid doubling during number stamping.

» For proper stacking.

» To control the wastage
Page numbering is the process of applying a sequence of numbers.
Types of numbering are letters or roman numerals
Creases are lines that are made in paper when it is crushed or folded.
Perforations are small holes that are made in something, especially in paper that
needs to be removed.
The main types of binding are;

» Saddle stitch binding.

» Hot glue binding.

» Hard cover binding
Book folding is the stage of the book production process in which the pages of the
book are folded after printing and before binding.
Some common folding types are;

» Half Fold.

» Tri-Fold.

» Z-Fold

» Parallel Fold
Cleaning and tidiness can help control or eliminate workplace hazards. Poor
housekeeping practices frequently contribute to incidents.
The essence of good record keeping is good bookkeeping. Efficient bookkeeping
will save you time and money in the long run.
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Frequently Asked Questions
(FAQs)

Question

Answer

1. Enlist any three purpose of fanning;

a) To remove static between sheets.
b) Easy to count.
c) To avoid doubling during number

stamping.
2. What are the types of numbering? a) Numeric numbering.
b) Roman numbering
3. Enlist the two types of writing pad
binding. a) Perforated saddle stitch pad
binding.
b) Glue pad binding.
4. Enlist any two types of binding. a) Saddle stitch binding.
b) Hot glue binding
5. What is the difference between Crefasmg ha;s a ;olldlng line, while
creasing and perforation? perioration has holes.
a) Folding marks should be met
6. What are the main points should b) Page number should be in
be kept in mind during manual sequence
binding c) Front lay and side lay should be
met
7. What happened, if the lamination Gl il not ¢ |
binding occurs on spine side in ue will not paste properly
case of title?
8. In case of bill book binding, what a) Number sequence should be
oints should be considered correct . .
P b) No ink leakage during numbering
9. Define Importance of the Sgbstrgte stgcklng is important to avoid
substrate stacking mis-registration.
10. Describe the Importance of the If front-lay and side-lay work properly,

front-lay & side-lay

there would not be mis-feed of paper.
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Self-Assessment
(MCQs)

Please mark the correct one from the given options. You can check your answer with
the Answer Key at the end of this module

Q 1 Identification of Front lay and side lay are essential for manual binding?

a) True
b) False

Q 2 If the creasing alignment is not correct what will happen?

a) Half folding
b) Center folding
c) Wrong folding
d) Z-folding
Q 3 What is checking method for perforation quality?

a) Color
b) Humidity.
c) Laser method.
d) Light pass.
Q 4 Name the type of folding in given picture.

a) Half Fold. ~J
b) Tri-Fold.
c) Z-Fold

Q 5 Which consumable is used in saddle stitching?

a) Offset Ink

b) Lamination glue

c) Saddle stitching wire
d) Thread

Q 6 How many creases does a Z-fold has?
a 1
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by 2
c) 5
d 7

Q 7 On which side of book, the glue apply?

a) Top side

b) Bottom side
c) Open side

d) Spine side

Q 8 Case binding may be square back or round back and utilizes a hard cover
(hardbound).

a) True
b) False

Q 9 Which type of thread is used in hand bookbinding?

a) Polyester
b) Linen
c) Cotton
d) Rayon

Q 10 The piece of paper adhere to the inside cover (front and back) of a book is called?

a) Gray board

b) Paste paper

c) end sheet

d) Japanese tissue
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Junior Binder

MCQ No. Correct Answer
1 a
2 c
3 d
4 a
5 c
6 b
7 d
8 a
9 b
10 c
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Module D: - Perform Saddle Stitching

Learning Unit:

After completion of this module the learner will be able to:
LU-1: Perform substrate handling

LU-2: Select wire as per job

LU-3: Make ready workstation for saddle stitching

LU-4: Perform saddle stitch machine operation

LU-5: Perform post production activity

LU-6: Maintain log book
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Learning Unit - :

LU 1. Perform substrate handling

Overview: The purpose of this learning unit is to inform the learner about side lay

and front lay and their importance.

Side lay and front lay:

The purpose of side lay is to keep a perfect binding of the substrate from the pin side.

The purpose of front lay is to keep a perfect handling of the substrate in binding
from the front-lay side.
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Learning Unit - :

LU 2: Select wire as per job

Overview: The purpose of this learning unit is to inform the learner about side lay and

front lay and their importance. It also describes the checking parameters of wire,
importance of wire gauge, types of saddle stitch operation, importance of stitch size and
Importance of the cleaning after work and record keeping.

Saddle Stitching:

Saddle stitching is a relatively simple method which joins the folded pages and cover with
at least centered or two wire staples placed through the crease of the book’s spine.
Though simple, the result is a very professional looking document.

The gram (weight) of the paper will determine the maximum number of
sheets. Saddle stitching is frequently used to bind product presentations,
periodicals and magazines. It is a relatively inexpensive binding method.
Since binding is done by machine this method is well suited to large print
runs. However, it is equally suited to small numbers.
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Checking parameters of wire:

The thickness of a saddle wired book shall not exceed a 6.4 mm (1/4 in.). Any volume
larger than 6.4 mm (1/4 in.) shall be bound by other methods.

» Electro-galvanized stitching wire is the most widely used type of wire in the
printing industry. Today’s friction- reducing electro-galvanizing process provides
a smooth burr-free finish that works well with small-, medium- and large-size
binderies and inline web stitching applications.

* Tin-coated stitching wire still is used in a small number of binderies and finishing
departments. Because of the small number of tin wire users, the cost is higher
than electro-galvanized stitching wire. Tin wire adds little or no added value to the
stitching process or the stitching head.

Importance of wire gauge

S314V¥LS
HYINDIG

The majority of the stitching wire used in today’s binderies and inline stitching
operations is 24- and 25-gauge. The difference in size from 24-gauge (0.023-in.) to 25-
gauge (0.0204-in.) is 0.0026-in. This small amount may seem insignificant, but it means
a lot in terms of yield.

Choose the right wire for the job:

e 25-gauge stitching wire’s recommended thickness of work is 1/16 to 7/32 of
an inch.

e 24-gauge stitching wire’s recommended thickness of work is 1/16 to 1/4 of an
inch.
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Learning Unit - :

LU 3: Make ready workstation for saddle stitching

Overview: The purpose of this learning unit is to inform the learner about types of
saddle stitch operation.

Types of saddle stitch operation:

There are two types of saddle stitch operations
1. Single pin (centered staple)

2. Double pin staple
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Learning Unit - :

LU 4: Perform saddle stitch machine operation

Overview: The purpose of this learning unit is to inform the learner about importance of
stitch size

Importance of stitch size:

Physically check the size of stitching wire and don'’t believe what is on the label until you
are sure. An oversized wire that is labeled 25 gauge but actually is larger in size means
you are not getting what you are paying for. Oversized wire substantially affects the yield

of your wire along with increasing the amount you end up paying at the post office.
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Learning Unit - :

LU 5: Perform post production activity

Overview: The purpose of this learning unit is to inform the learner about importance

of the cleaning after work.
Importance of the cleaning after work:
Cleaning and tidiness can help control or eliminate workplace hazards. Poor

housekeeping practices frequently contribute to incidents.

Effective cleaning is an ongoing operation: it is not a one-time or hit-and-miss cleanup
done occasionally. Periodic "panic" cleanups are costly and ineffective in reducing
incidents.

s “\

[ KEEPING YOUR

CLEAN

IS PART OF YOUR
JOB ASSIGNMENT

\. J
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Learning Unit - :

LU 6: Maintain log book

Overview: The purpose of this learning unit is to inform the learner about
importance of record keeping.
Importance of record keeping:

The essence of good record keeping is good bookkeeping. Efficient bookkeeping will
save you time and money in the long run. Proper business record keeping provides the
business a real advantage over the competition in different ways.
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Perform Saddle Stitching
Module: D Learning Unit: 1,2,3.4.5,6 Perform saddle stitch machine
operation
Perform book binding by saddle
Practical D iption: I . .
racticat bescription stitching according to docket/job card
Time: 3 hour
Equipment Saddle stitching machine
Tools Cutter plier, screw driver, wire gauge, Allen key set, Spanner set
PPE Proper dress code, safety shoes
Materials Book, Wire, Note book, Pen/Pencil
Key Point Set the stitches distance
The learner will be able to:
_ Perform material handling
Learning _ _ o
Outcome: Adjust workstation for saddle stitching
Perform saddle stitch machine operation
Precautions: Adopt safety

Instructions

Illustration

S

1. Verify the job card thoroughly

DOCKET finterprst Dackat-
Publishing]

480 Funtng Fress Jab Card no.:
i}
o G
Dby o
P 15 Warh 258 22 Masch 2000
S | ey
Job Ty Text Bock:
ity 2001
G i
T
Gt
Faper

S

2. Prepare book stacking as per instruction
3. Adjust number sequence as per procedure.
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4. Verify wire size with the help of wire gauge

5. Check thickness of books

6. Perform saddle stitch operation as per instruction

7. Make a sample copy as per instruction and get
approval from the supervisor

8. Clean the machine & workstation as per instruction
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9. Record the final count along with the wastages

///
e
—

/
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Summary of the Module:

+ The purpose of side lay is to keep a perfect binding of the substrate
from the pin side.

* The purpose of front lay is to keep a perfect handling of the substrate
in binding from the front-lay side.

+ Saddle stitching is a relatively simple method which joins the folded pages and
cover with at least centered or two wire staples placed through the crease of the
book’s spine.

* The thickness of a saddle wired book shall not exceed a 6.4 mm (1/4 in.). Any
volume larger than 6.4 mm (1/4 in.) shall be bound by other methods.

» Electro-galvanized stitching wire is the most widely used type of wire in the
printing industry.

+ The majority of the stitching wire used in today’s binderies and inline stitching
operations is 24- and 25-gauge.

» 25-gauge stitching wire’s recommended thickness of work is 1/16 to 7/32 of an
inch.

* 24-gauge stitching wire’s recommended thickness of work is 1/16 to 1/4 of an
inch.

» There are two types of saddle stitch operations

» Single pin (centered staple)
» Double pin staple
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Frequently Asked Questions
(FAQs)

Question

Answer

1. Enlist the Types of wire stitch:

a) Front stitch
b) Saddle/Center stitch

2. Why is it called Saddle-Stitching?

In this process, gathered sheets are
draped over a Saddle-like apparatus
during the stapling/stitching
process...hence the name Saddle-
Stitching.

3. What is the minimum number of
pages that can be Saddle-Stitched?

Saddle-Stitching requires the book’s
page count to be in multiples of four. This
means the minimum book size is either
an 8-page self-cover book or a 4-page +
cover book

4. What is the maximum number of
pages that can be Saddle-Stitched?

As a general rule, 64 pages or less will
normally produce a nice flat booklet.

5. Can a Saddle-Stitched book have
printing on its spine?

No. The spine of a traditional Saddle-
Stitched book cannot be printed upon
because it is not a flat surface.

6. How many wire staples are used
with the Saddle-Stitch Binding
method?

99% of the time, two staples are used to
secure the cover and pages. Very large
books may require more staples along
the spine. Very small books, such as
those with a spine length of around 2” or
less, are often made with just one staple.

7. Is Saddle-Stitching the least
expensive book binding method?

Yes. Saddle-Stitching is the least
expensive method for creating books and
other bound documents. Despite its low
cost and relative simplicity, the Saddle-
Stitch method produces a very
professional looking document.

8. What types of books are Saddle-
Stitched?

Books that are commonly saddle-stitched
include catalogs, manuals, booklets,
programs, directories, multi-page
brochures, price and part lists,
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newsletters, comic books, coloring
books, magazines, wall calendars, and
mailers.

9. What are the main benefits of the
Saddle-Stitch method?

e Itis the least expensive binding
method.

e The turn-around time is generally
quite fast.

e It can be used for short or long
production runs.
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Self-Assessment

(MCQs)

Please mark the correct one from the given options. You can check your answer with
the Answer Key at the end of this module

Q1

Q2.

Q3.

Q4.

Q5.

Q6.

Q7.

Qs.

Which tool we use to check wire?
a) Wire gauge

b) Wire ring
C) Wire parameters
d) Wire tool

Saddle stitch operation is used in binding?
a) False
b) True

Stitch size adjusted according to the number of book pages.
a) True
b) False

Identify the operation of saddle stitch in given figure.

a) Eccentric stitch

b) Round stitch '
c) Center stitch
d) Front stitch

Which wire size is used for 80 pages book.
a) 23 gauge
b) 30 gauge
c) 40 gauge
d) 50 gauge

Identify the stitch type in given figure.
a) Center stitch

b) Lower stitch

c) Half stitch

d) Side stitch

How may stitch at a time will do in double-head saddle stitching machine?
a) 1 stitch
b) 2 stitch
c) 3stitch
d) 4 stitch

Gathering pattern for side and saddle stitching is the same?
a) True
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b) False
Q 9. Select the tool used for sheet separation
a) Knife
b) Scissor
¢) Hammer

d) Cutter Plier
Q 10. What is the reasons for cleaning the workstation after work?

a) Smooth operation

b) Lamination
¢) Cutting smooth
d) Copy Machine
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MCQ No. Correct Answer
1 a
2 b
3 a
4 c
5 a
6 d
7 b
8 b
9 a
10 a
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Module E: - Perform Hot Glue Binding

Learning Unit:

After completion of this module the learner will be able to:
LU-1: Perform substrate handling

LU-2: Make ready workstation for hot glue binding operation
LU-3: Perform hot glue binding operation

LU-4: Perform post production activity

LU-5: Maintain log book
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Learning Unit - :

LU 1: Perform substrate handling

Overview: The purpose of this learning unit is to inform the learner about side lay

and front lay and their importance.

Side lay and front lay:

The purpose of side lay is to keep a perfect binding of the substrate from the
pin side.

The purpose of front lay is to keep a perfect handling of the substrate in binding
from the front-lay side.
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Learning Unit - :

LU 2: Make ready workstation for hot glue binding

Overview: The purpose of this learning unit is to inform the learner about use of hot

glue and the importance and function of spine cutter.
Perfect Binding

Perfect binding just means using glue to bind your pages. It's the technique that is used
to bind paperback books and you’ll frequently come across brochures, magazines,
manuals, telephone directories and the like that have been bound using this method.

There are basically two different types of perfect binding, hot-melt glue and PUR glue.
Both methods offer high-quality, high-strength binding.

Hot-Melt Glue

Hot-melt glue is suitable for books with a starting spine width of 3 mm and paper up to a
maximum weight of 170 gsm. This technique uses EVA (Ethylene Vinyl Acetate) to glue
the pages. Customers who want business card booklets bound often choose this option.
Hot-melt glue works best with uncoated and matt papers and ink free spines.

GLUE FOR BOOKBINDING

Importance and function of spine cutter:

The function of spine cutter is;

* To rough and clean the gluing area
* To must cover the spine area with glue
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Perform Hot Glue Binding

Module: E Learning _ - .
Unit: 1,2 Make ready workstation for hot glue binding operation
Practical Prepare workstation for hot glue binding according to
Description: docket/job card

Time: 3 hour

Equipment Glue heater

Tools Cutter plier, screw driver

PPE Proper dress code, safety shoes

Materials Book, Glue, Note book, Pen/Pencil

Key Point Do not open book while its wet
The learner will be able to:

_ Verify side lay & front lay of cover as per instruction
Learning
Outcome: Handle material

Prepare workstation for hot glue binding

Precautions:

Do not run machine unless glue melts properly to avoid damage of
machine

Instructions llustrations
Aini e ""“':'“'m.“"'
DOCKE;::::::;TQMHL
ABC Frining Fress Job Cand na.
il
FR— 15 Wach 2020 | m
Gt
Job Ty Text Bock
1. Verify the job card .
thoroughly =
= Fagss |3
FEN ™
Foms: 2

22 pur presidedanrgn
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2. Verify side lay & front
lay of cover as per
instruction

178" GIUE[TRAP

1/8* HEAO|TRIM

18" FACE TRIR

143" GIUE[TRAP
1

3. Adjust glue heater
temperature as per
instruction

4. Verify page number
sequence of gathered

forms as per dummy.

5. Verify cover spine as

per book

BACK COVER

Safe area

Spine
I e |

FRONT COVER

Safe area

w
2
=L
[}
=
Il
]

Trim size (width) —]

Width with bleed  =—

ight
th
ed
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6. Adjust cover side lay
and front lay

7. Adjust spine
cutter/notching as per
instructions

8. Adjust glue wheel height

as per requirement.

9. Make a sample copy as
per instructions and get
approval from the
supervisor after drying
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Learning Unit - :

LU 3: Perform hot glue binding operation

Overview: The purpose of this learning unit is to inform the learner about Procedure
of hot glue binding operation

Procedure of hot glue binding operation:

* The book is clamped and rolled over a spine prep head to cut into the spine.

* The spine is fanned out by about 10% of its original width to allow the glue to get
in.

* The book passes over three rollers: the first applies the glue, the second a
thinner coating and the third uses a blade to scrape off excess.

* The book travels into the cover area where the cover is fixed onto the book.

* You'll also want to pre-score the cover so that nothing cracks when the book is
folded.
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Perform Hot Glue Binding

Module: E Learning o _

Unit: 3 Perform hot glue binding operation

Practical Perform hot glue binding of a book according to docket/job card

Description:
Time: 3 hour
Equipment Hot Glue Binding Machine
Tools Spanner, plier, screw driver, Allen key set
PPE Proper dress code, safety shoes
Materials Book, Glue, Note book, Pen/Pencil
Key Point Do not open book while its wet
Learning The learner will be able to:
Outcome: Perform hot glue binding of a book
Precautions: Do not run machine unless glue melts properly to avoid damage of machine

Instructions Illustrations
Annexure e ard 102
a1 [t
b Job €ard no.
il
5 A !
Ammgrad | I 15 hlach 2083 23 March 3020
= Py
Pl TeatBock
1. Verify the job card thoroughly "
= e
Qs T
Farms: F]
Zptoal istugione: | Vel prang toe
e #a e prosided e

2. Verify side lay & front lay of
cover as per instruction

10" GUUE|TRAP

178" FRCE TRIM

178* HEAO| TRIM

1/18° FOOT|TRIM

=
@
-
LU
L&
T
&
=

113" GLUUE|TRAP
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3. Check temperature of glue
heater as per instruction

4. Check front lay and side lay
Set cover with the help of

clamps.

Spine
I Wideh |

BACK COVER FRONT COVER

Safe area Safe area

5. Verify cover spine as per
book

v
2
@
»
3
8

Trim size (width) —]

I
Width with bleed ———]
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6. Adjust spine cutter/notching
as per instructions

7. Adjust glue wheel height as

per requirement.

8. Run machine

9. Check the proper application
of glue

10. Check & maintain the quality
of folding during hot glue
binding

11. Stack the bind book for three
side trimming operation
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Learning Unit - :

LU 4: perform post production activity

Overview: The purpose of this learning unit is to inform the learner about importance

of the cleaning after work.
Importance of the cleaning after work:
Cleaning and tidiness can help control or eliminate workplace hazards. Poor

housekeeping practices frequently contribute to incidents.

Effective cleaning is an ongoing operation: it is not a one-time or hit-and-miss cleanup
done occasionally. Periodic "panic" cleanups are costly and ineffective in reducing
incidents.

r )
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Learning Unit - :

LU 5: Maintain log book

Overview: The purpose of this learning unit is to inform the learner about
importance of record keeping.
Importance of record keeping:

The essence of good record keeping is good bookkeeping. Efficient bookkeeping will
save you time and money in the long run. Proper business record keeping provides the

business a real advantage over the competition in different ways.
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Perform Hot Glue Binding

Module: E Learning

Unit: 3, 4,5 | Perform hot glue binding operation

Practical Perform book binding by Hot glue according to docket/job card
Description:

Time: 3 hour

Equipment Hot Glue Binding Machine

Tools Cutter plier, screw driver, Allen Key Set

PPE Proper dress code, safety shoes

Materials Book, Hot glue, Note book, Pen/Pencil

Key Point Do not open book while it is wet

. The learner will be able to:
Learning
Outcome: Perform hot glue binding machine operation.

Precautions: Do not run machine unless glue melts properly to avoid damage of machine

Instructions

llustrations

1. Get approval of bind book

from the supervisor.

2. Carry out hot glue binding
machine operation as per

instruction

3. Check & maintain the quality
of folding machine operation

4. Stack the bind book for three
side trimming operation

N/A
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5. Clean the machine &
workstation as per
instructions

6. Record the final count along
with the wastages
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Summary of the Module:

Perfect binding is the technique that is used to bind paperback books. Brochures,
magazines, manuals and telephone directories are bound using this method.

There are basically two different types of perfect binding, hot-melt glue and PUR
glue.

Hot-melt glue is suitable for books with a starting spine width of 3 mm and paper
up to a maximum weight of 170 gsm. This technique uses EVA (Ethylene Vinyl
Acetate) to glue the pages.

The function of spine cutter is;

» To rough and clean the gluing area
» To must cover the spine area with glue

In hot glue binding, following procedure is adopt;

» The book is clamped and rolled over a spine prep head to cut into the
spine.

» The spine is fanned out by about 10% of its original width to allow the
glue to getin.

» The book passes over three rollers: the first applies the glue, the
second a thinner coating and the third uses a blade to scrape off
excess.

> The book travels into the cover area where the cover is fixed onto the
book.
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Frequently Asked Questions
(FAQs)

Question

Answer

1. Describe the function of clamping
bar?

It carries the folded and gathered
forms through spine cutter and
transfers it to the glue wheel and
carry it to the punch for title
pasting and finally drop it to the
delivery section.

2. What happen if, the book not
punches properly?

Pages get loosed and books will not
properly bind.

3. How to perform the cleaning of
glue pot in hot glue machine?

First of all remove the glue from glue pot
then clean it by cloth with thinner or IPA

4. What is the form of glue, solid or
liquid?

Solid

5. How to bind a book, before 3
sides trimming or after 3 sides
trimming?

A book is bind before 3 sides trimming.

6. Front lay and side lay alignment
are equally important.

a) True
b) False

True
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Self-Assessment
(MCQs)

Please mark the correct one from the given options. You can check your answer with
the Answer Key at the end of this module

Q1 Identification of binding side is essential for hot glue binding?

a) True
b) False

Q2. We can use hot glue binding without starting of heater.

a) True
b) False

Q 3. What is the average heating time for glue melting?

a) 01 hour
b) 02 hours
¢) 03 hours
d) 04 hours

Q 4. Title alignment is necessary for hot glue binding.

a) True
b) False

Q5. How many creases are required on the title cover for hot glue binding?

a 1
b) 3
c) 4
d 5
Q6. What kind of glue is used in hot glue binding?
a) Liquid Glue
b) Synthetic Glue

c) Fiber Glue
d) Solid glue chips

Q 7.  Which part of the book will be wet after hot glue binding?

a) Spine
b) Head
c) Foot
d) Top
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Q 10.

What is the standard temperature of glue in hot glue binding?

a) 150-180 C
b) 180200 C
c) 200-250 C
d) 250-280 C
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Junior Binder

How much time is required to heat the glue after starting the glue pot?

a) 10 min
b) 30 min
c) 45 min
d) 60 min

How much trimming of spine occurs by cutter in hot glue machine?

a) 1mm
b) 2 mm
c) 3mm
d) 4mm
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Answer Key
MCQ No. Correct Answer
1 a
2 b
3 a
4 a
5 c
6 d
7 a
8 b
9 d
10 b
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Module F: - Perform Health and Safety

Learning Unit:

After completion of this module the learner will be able to:

LU-1: Practice safe work habit to ensure safety

LU-2: Use Personal Protective Equipment (PPE)

LU-3: Identify hazards in press environment

LU-4: Comply with Occupational Health and Safety (OHS) precautions
LU-5: Carryout firefighting techniques
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Learning Unit - :

LU 1: Practice safe work habit to ensure safety

Overview: The purpose of this learning unit is to inform the learner about health and
safety precautions of the printing company, safety reporting procedures, organizational
health and safety procedures and health and safety risks that can arise as a result of
accidents.

Importance of Safety:

The most important concept to remember is that you are responsible for your own safety
and the safety of others. Most safety practices are common sense. Unfortunately, they
can be forgotten or overlooked unless you make safe practices a habit or an instinct.

Remember:

Never use any
machine you have
not been trained to
use.

Work safety procedures:

By doing things right, you and your co-workers will commit yourselves to safety on the
job and everyone will benefit. Accidents occur in many ways but most often can be traced
back to one of two basic factors: ignorance or carelessness. You must always be
concerned with your own safety and with the safety of others around you.

The following is a general list of safety precautions you must observe in any work area:

e Don’t fool around. “Horseplay” is one of the biggest causes of injuries on the job and
it may be grounds for dismissal.

e Never work while under the influence of drugs or alcohol, as you are a hazard to
yourself and your co-workers.

e Pay particular attention to moving parts of the machine.
e Walk; do not run, in the work areas.
e Stay completely alert on the job.

e Avoid back strain by lifting properly.
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Procedures for equipment/Machine

e Pull plug or throw switch to off position before cleaning or adjusting any machine.
Keep fingers, hands, etc., away from moving parts. Wait until machine stops.

e Check all switches to see that they are off before plugging into the outlet.

¢ Never use any machine you have not been trained to use.

e Particular care must be taken when cleaning the printing machine. First pull the plug.

e Never start a machine until you are sure all parts are in their proper places. If it is a
machine that operates with gears, check the gear position.

¢ You must be aware of the lock-out procedures that are to be followed before repairing
or cleaning any machine. Lock-out procedures must be clearly posted by
management near each machine.

¢ When using electrical power equipment, always follow the manufacturer’s instructions
and recommendations. Do not wear rings, a wristwatch, or a tie when operating
electrical power equipment.
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Perform Health and Safety at work place

Practice safe work habits to ensure safety in the

Module: E Legrning printing environment
Unit: 1
Application of dress code in accordance with
Practical press room procedures and follow rules to ensure
Description: | personal safety as well as safety of others as per
press room procedure
Time: 3 hours
Equipment Fire Extinguisher, Fire Blanket
Tools N/A
PPE Proper dress, safety gloves, safety shoes, mask
First aid box
Materials
Key Point Personal safety as well as safety of others as per press room
procedure
e Interpret work processes and procedures to identify risk of
hazards at printing press.
Learning e Recognize printing processes, tools, equipment and
Outcome: consumable materials that have the potential to cause harm.

¢ Identify potential hazards to minimize accident risk.

e Take appropriate action to minimize the risk.

Precautions:

Safety First

Instructions

Illustrations

1. Wear tight cloths

2. Wear safety shoes
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3. Wear gloves

4. Always place tools to their
respective positions

5. Handle tools and equipment
carefully

6. Never leave chemicals and
solvents open

7. Always follow SOPs
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Learning Unit - :

LU 2: Use Personal Protective Equipment (PPE)

Overview:

This learning unit describes the importance and types of personal protective equipment
in printing industry.

Importance of Personal Protective Equipment

Wearing personal protective equipment (PPE) can prevent accidents from happening.
As a worker, you are responsible for the following:

e Making sure your uniform is well fitted.

e Keeping all uniforms clean and in good condition

e \Wearing specific personal safety equipment such as gloves, and aprons when
required.

To ensure that you are protecting yourself, your personal protective equipment (PPE)
list should include the following items.

Clothing

This includes well-fitted pants and T shirt with all buttons fastened. Sleeves should be
close fitting.

Protective clothing protects the skin or personal clothing
from contact with hazardous chemicals and prevents
spread of contamination. When handling printing inks or
solvents, such as dispensing, storage, and conducting
maintenance work, employees should always wear
suitable protective clothing.
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Footwear
The OHS Regulation requires that approved footwear must be

worn by employees in all industrial occupations. Footwear must
have a non-slip sole and a closed toe and closed back.

Your footwear should be sturdy and comfortable.

Hand protection

As printing workers frequently have to handle many hazardous chemicals by hands,
chemical resistant gloves have to be used. Thick plastic, gloves should be used when
handling cleaning products.

Respirators

Respirators should be used to protect yourself from inhaling harmful fumes or vapors.
The respirator unit should be properly fitted to provide the best protection. Check the
components to ensure they are not broken, cracked, or torn and that they do not have
holes. Replace faulty components before use. Each unit will have a filter that should be
checked regularly and replaced before the expiration date.

S -
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Perform Health and Safety at workplace

Learning
Module: F Unit: 2 Use personal protective equipment (PPE)
Selection of personal protective equipment PPE in
: terms of type and quantity according to work order
Practical o _
Description: and ve_rlflcr_nltlon of EPE to ensure optimum
" | protection in compliance with press room
procedures
Time: 3 Hour
Equipment N/A
Tools N/A
Tight cloths as per SOP’s of press room, Mask, Gloves, safety
PPE shoes, First aid box
First aid box
Materials
Key Point Safety First
e Select personal protective equipment in terms of type and
guantity according to work orders.
Learning e Verify personal protective equipment to ensure optimum
Outcome: protection in compliance with press room procedures.

e Ensure personal protective equipment hygiene in compliance

with press room procedures.

Precautions:

N/A

Instructions

Illustrations

1. Wear proper dress

2. Wear safety shoes
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3. Wear gloves

4. Check first aid box and its
articles

5. Read carefully the SOPs of
PPE

6. Check whether all the PPE
procedure for press room
has be compiled

PERSONAL
PROTECTIVE

EQUIPMENT
REQUIRED
BEYOND THIS
POINT
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Learning Unit - :

LU 3: Identify hazards in press environment

Overview:

This learning unit explains the identification of hazard in printing industry.

It also describes the precautions, techniques and procedures to deal with hazards.

Health & safety precautions:

A clean workplace means more than just having a sparkling, fresh building. A clean
workplace also ensures the safety and health of employees and visitors. In 2012 alone,
nearly 3 million nonfatal workplace injuries and illnesses were reported by private
industry employers. Workplace injuries can be prevented by taking action to ensure a
clean, safe work environment.

List techniques and methods to control risks of identified
hazards in the workplace:

1. Clean, dry floors to prevent slips and falls.
Maintaining clean, dry floors is essential for the prevention of slips and falls in the
workplace. In addition, keep your floors dry by using absorbent materials, such as
floor mats, in functional locations to remove moisture and soil from the bottom of
shoes.

2. Proper air filtration lowers employee exposure to hazardous substances.
You may not see them, but dusts and vapors are hazardous substances that can
create an unsafe environment for employees. Building ventilation is one important
factor in reducing airborne transmission of respiratory infections and maintaining the
health and productivity of workers. Maintaining humidity around 40 to 60 percent
through the use of a dehumidifier is also important in eliminating air pollutants and
promoting clean air in the workplace.

3. Clean light fixtures improve lighting efficiency.
Dirty light fixtures can reduce essential light levels, making it difficult and unsafe for
employees to complete their daily tasks. Clean light fixtures significantly improve
lighting efficiency in the workplace. Sometimes we need special graphic lights. Well-
lit stairways and aisles are also important in preventing accidents and maintaining a
safe work environment.
4. Proper disposal of waste and recyclable materials keeps work areas clutter-
free.
Allowing trash to pile up not only produces clutter, but it also presents a breeding
ground for pests that pose a threat to your work environment. Placing “no-touch”
wastebaskets in key locations throughout your facility ensures materials are disposed
of and reduces the spread of germs. Recycling materials using clearly labeled waste
receptacles also makes for a more sustainable environment.
Worker must be in proper uniform, loose clothing should not be allowed.
All hazardous chemicals and solvent should be kept away from the machine area.
All the electric connections should be connected properly and there should be no
leakage.

No o
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8. All wire connected to machine must be well insulated.
9. If found any unusual thing report immediately to the supervisor/senior personnel

List types of hazards that are most likely to cause harm to
health and safety:

1. Chemical:
Chemical hazards are hazardous substances that can cause harm. These hazards
can result in both health and physical impacts, such as skin irritation, respiratory
system irritation, blindness, corrosion and explosions.
a. Cleaning chemicals

Cleaning chemicals are used in almost every workplace to maintain good
hygiene standards. Incorrect use of cleaning chemicals can have serious
impacts, including allergic reactions, asthma and respiratory irritation,
dermatitis and skin or eye burns.

b. Welding activities pose many hazards:

Including exposure to invisible gaseous fumes. These fumes include ozone,
nitrogen oxides, chromium and nickel oxides, and carbon monoxide.
Exposure to these gases can cause serious health impacts, including
Pneumonia, occupational asthma, cancer, metal fume fever and respiratory
irritation. If not properly controlled, the fumes can impact the welder and
anyone working in the vicinity.

2. Physical:
Physical hazards are environmental factors that can harm an employee without
necessarily touching them, including heights, noise, radiation and pressure.
a. Electricity

Exposure to electrical live parts can result in serious injuries and fatalities,
including electric shocks, burns, explosions and falls from height. The risk is
increased in wet conditions, where a worker’'s equipment and surroundings
can also become live

b. Fires

Every workplace is at risk of fire. However, some workplaces are at an
increased risk — either due to the work activities or types or
employees/residents.

c. Confined spaces

Working in confined spaces poses serious hazards to employees. They can
be especially dangerous because of the reduced oxygen levels and potential
build-up of gases, which can result in fires, explosions, asphyxiation and loss
of consciousness
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3. Safety:
These are hazards that create unsafe working conditions. For example, exposed
wires or a damaged carpet might result in a tripping hazard. These are sometimes
included under the category of physical hazards.
a. Unguarded machinery.

Unguarded moving machinery parts pose a safety hazard as employees can
sustain serious injury and fatalities if they were to accidentally come into
contact with them. For example, clothes, lanyards, hair or body parts could
become entangled in unguarded machinery and can result in bruising, broken
bones, loss of limbs, head injuries and death.

b. Frayed and faulty cords, wiring or cables:
These could pose a risk of electric shock, burns and fires. Exposure to live

electricity can also result in a fall from height. For example, if an employee
sustained an electric shock while using a ladder.
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Perform Health and Safety at workplace
Module: F . .
Learning Unit: 3 Identify hazards in printing press
Practical Recognize printing processes, tools, equipment
D S and consumable material that have the potential
escription:
to cause harm
Time: 3 hours
Equipment Fire extinguisher, Fire Blanket
Tools N/A
PPE Proper dress code, safety shoes, safety gloves, mask
Copy of SOP’s, Copy of safety guide, List of tools and equipment,
Machine manual, Chemical, Solvents, First aid box
Materials
Key Point
Recognize hazards
Learning The learner will be able to Recognize printing processes, tools,
Outcome: equipment and consumable material that have the potential to
cause harm
Precautions:
Ensure safety

Instructions lllustrations

1. Arrange the required tool set
equipment in order

2. Store chemicals and solvents
at appropriate place
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3. Segregate the hazardous
chemicals, equipment, tools
and solvents which have to
cause harm

4. Clean the tools after
completion of task

5. Store the tools, equipment,
chemicals and solvents to
their respective places

6. Wash your hands with soap.
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Learning Unit - :

LU 4: Comply with Occupational Health and Safety (OHS)

precautions

Overview:

This learning unit states the OHS procedure, risk and hazards that cause harm to
health and safety.

Occupational Health & safety procedures:

A workplace health and safety program is a process for managing the prevention of
work-related injuries and diseases in the workplace.

Workplace safety procedures and instructions:

Safe work practices are generally written methods that define how tasks are performed
while minimizing risks to people, equipment, materials, environment, and processes. Safe
Work Procedures are documented procedures for performing tasks.

Different types of Workplace safety procedures and
instructions:

Accessibility

Provide full accessibility to electrical control panels. Never block the panels, which are
used to shut down power in an emergency, with materials or other equipment. Also, never
block sprinklers, firefighting equipment or emergency exits and observe clearances when
stacking materials.

Handling chemicals — these involves procedures on how to handle chemicals in
workplace where these are used.

Lifting and moving objects — are procedures that pertain to how objects are to be
lifted and moved safely and without strain to the person or worker.

Working at heights — these are procedures that underscore what a worker must
observe to keep himself safe while working in an elevated structure or environment.

Slips, trips and falls — are procedures that pertain to safety procedures that should
be in place to prevent slips, trips and fall accidents in the workplace.

Proper Waste Disposal--Discard fire hazards like oily rags by placing them in a
covered metal container and emptying it on a regular basis.

Housekeeping — are procedures that pertain to how housekeeping activities should
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be done while keeping in mind safety, health and well-being of workers in a facility or

workplace.

Electrical equipment — these are safety procedures that pertain to the installation,
repair and maintenance of electrical equipment.

Maintenance--Make sure the machines in your workplace are properly maintained to
prevent overheating and friction sparks. Check and perform maintenance on machines
regularly and keep a record of this routine maintenance

Fully Charged Fire Extinguishers--Check fire extinguishers often by looking at the
gauges and making sure they're fully charged and ready for use. If they're not fully
charged or if the attached tag indicates that the last inspection occurred more than a
month ago, call for maintenance. Also, encourage all workers to learn how to use a fire
extinguisher and provide the proper training.

Emergency Numbers and Proper Signage

Emergency phone numbers, as well as your company address, should be posted by the
phone station for quick access. If necessary, create additional information sheets in the
native languages for your employees. Make sure you have exit signs installed in your
facility and a fire evacuation plan in the event of an emergency.

Fire Drills and Evacuation Plan

Conduct fire drills at least twice a year and have a designated spot where employees will
meet once they exit the building. Assign employees to be fire drill captains and make sure
everyone knows what the proper procedure is. Review your plan with your local fire
company to assess its effectiveness

Method of Cleaning and Storing Basic Hand Tools

Cleaning of Hand Tools:

Quiality tools should last a lifetime, do a thorough cleanup immediately after each use.
» Usually cleaning with water and soap will do the job. Sticky stuff can be

removed with lighter fluid.
* Always dry tools and lightly oil after each cleaning.
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» Excess oil should be wiped away, always keep an oil soaked rag handy and use
it to wipe down tools before putting them away.

* Cleaning your hand tools from time to time will prevent rust buildup and can
lengthen the life of your tools.

* A tool should always be kept clean and free of dust so that it remains in a good
condition and a tool in good condition gives the maximum efficiency.

* When rust forms on tools, remove it by using a fine abrasive cloth or scrubber.

* The moving parts of the tools must be kept working freely and hence it is
necessary to lubricate them regularly.

v -

134 |Page



National Vocational Certificate Level-2 Junior Binder
(Publishing)

Storing of Hand Tools:

e Tools should be kept in a tool box or a tool
cabinet or work bench.

e Each tool should be kept in its own individual
place so that it is easily accessible and can be
replaced readily after they have been used.

e The compartments in a tool box or a cabinet
should be designed and placed in such a way
that there is no danger of one tool coming in
contact with the other.

e Tools should not lie idle on the floor or in the
working area as they are a hazard to anyone
working there or passing by.

e Sharp tools should be placed in their respective
holders so that there is no danger of cutting
oneself when picking it out or replacing it.

e Store hand tools in a dry, sheltered environment.

e Place similar tools together so that people can
see easily what is available.

135 | Page



National VVocational Certificate Level-2 Junior Binder

(Publishing)

Perform Health and Safety at workplace

Module: F Legr.ning Comply with occupational health and safety (OHS)
Unit: 4 precautious
Practical Comply with health and safety precautions and relevant
D . | guidelines and identify OHS hazards in printing press to

escription: : :
prevent from potential accidents

Time: 3 hour

Equipment N/A

Tools N/A

PPE Mask, Gloves, Tight cloths as per SOP’s of press room, safety shoes
Copy of guideline of safety and health precautions, copy of
Occupational health and safety (OHS) hazards SOP’s,

Materials

Key Point Make sure personal safety

. Comply with health and safety precautions and relevant guidelines and
'(-)iat‘::r(‘)'r?]%. identify OHS hazards in printing press to prevent from potential or

accidents

Precautions:

Safety first

Instructions

Illustrations

1. adopt proper dress

code

2. Ensure cleaning of
surrounding area

3. Check electric phases
and connections
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4. Keep hazardous
articles at their proper
place

5. Check the oil level of
machine

6. Arrange tools in order

7. Ensure safe handling of
tools

8. Remove and dispose of
used and waste articles
as per SOPs

9
)
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Learning Unit - :

LU 5: Carryout firefighting techniques

Overview:

This learning unit explains the causes and types of fire. It also gives knowledge of
firefighting equipment and firefighting method in printing industry.

Causes of fire:

e Fires are caused both when the printing machine is in operation and when it is
undergoing cleaning operations and the machine has been shut down.

e The main deficiencies are: machine not cleaned sufficiently, lack of locking
mechanisms for ink dryers, and defective electrical and mechanical maintenance.

e The most frequent type of fire in printing presses and workshops is derived from solid
combustible materials (class A fires), such as paper, cardboard, wooden pallets,
dirty cloths, and plastic. There are also combustible liquids used in the production
processes that can cause fires (class B fires), such as alcohols, oils, and solvents.

Some other causes of fire are:

1. Improper handling of solvents and chemical
2. Substandard and leakage in electric wiring

3. Short circuit in electrical panel or wiring
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Types of Fire:
There are four types, or classes, of fire:

« Class A fires involve solid materials of an organic nature such as wood, paper,
cloth, rubber and plastics that do not melt.

Y
s

« Class B fires involve liquids. They include petrol, diesel, thinners, oils, paints,
wax, cooking fat and plastics that melt.

« Class C fires involve electricity.

« Class D fires involve flammable metals such as magnesium, aluminum, titanium,
sodium and potassium.
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Firefighting equipment:
There is various firefighting equipment:

1. Fire extinguisher: A portable apparatus containing chemicals that can be
discharged in a rapid stream to extinguish a small fire.

Types of Fire extinguisher: There are four types of fire extinguisher;

* Water Fire Extinguishers are recommended for class A fire fighting and are
effective in case of wood, paper or plastic ignition. Not suitable for Class B (Liquid)
fires, or where electricity is involved.

 Foam Fire Extinguishers are more expensive than water, but more versatile.
They are used for Classes A & B fires. Foam spray extinguishers are not
recommended for fires involving electricity.

+ Dry Powder Fire Extinguishers contain some powder based agent, able to
break the chemical chain reaction, sustaining the fire. Often termed the ‘multi-
purpose’ extinguisher, as it can be used on classes A, B & C fires. Best for running
liquid fires (Class B).

+ Carbon Dioxide Fire Extinguishers Carbon Dioxide is ideal for fires involving
electrical apparatus, and will also extinguish class B liquid fires, but has NO POST
FIRE SECURITY and the fire could re-ignite.

WATER €02 FOAM w

Class A Class F
ClassBand J| ClassA,B Class A, B, C

Soild . Cooking Oils
. Electrical Liquids Gases :
Material andFts
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Fire Extinguisher Chart

Extinguisher Type of Fire
col T Sglids Flammable Flammable Electrical Cooking
el ¥pe (V‘;?;h' ':gf " Liguids Gasses Equipment Qils & Fats

<
X
X
X
X

Yes Ho Ho Ho Ho

™
X
X
S

ﬁ o

Dry
Powder

Yes Ho Ho Yes

AN

&
™
X

Yes Yes Yes Ho

Carbon

<[is

X
.
X
",

Dioxide
(CO02)

Ho Yes Ho Yes Yes

2. Sand/Water Bucket: A fire sand bucket is steel bucket filled with sand which is
used to put out fires. Typically, fire buckets are painted bright red and have the word
'fire’ stenciled on them in white lettering. In order to extinguish the fire, the sand in the
bucket is dumped on the fire. This method of fighting liquid fires has generally been
replaced by modern foaming agents.

"
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3. Fire Blankets may be used by firefighters to protect furnishings from water damage
during firefighting. A fire blanket is made of fire-resistant material such as fiberglass
and is used in smothering a fire. They can also be used if a person’s clothing has

caught fire.

) p—n—
EUE

4. Fire Hose is a high-pressure hose used to carry water extinguish a fire. Outdoors, it
is attached either to a fire engine or a fire hydrant. Indoors, it can be permanently

attached to a building's plumbing system.
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5. A fire detection and alarm system is recommended to install these systems on
industrial sites in case of outbreaks of fire that may develop at any time when the
premises are not occupied.

| FIRE gy ALARM

PUSH

6. Emergency lighting and signage. The evacuation routes shall be provided with
emergency lighting and markings so that all occupants can evacuate safely.

FIRE EXIT
 S—
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Perform Health and Safety at workplace

Module: F ,
Learning
Unit: 5 Demonstrate Firefighting Skills
Practical Stop fire by applying fire-fighting policies
Description:

Time: 3 hours

Equipment Fire extinguisher, Fire Blanket,

Tools Fire Bucket,

PPE Safety clothing, safety shoes, safety gloves, First aid box
Dust bins, Fire extinguisher

Materials

Key Point Apply firefighting policies
e Make decision in the process of fighting a fire as per

instruction.
Learning e Stop fire by applying firefighting policies.
Outcome: o Apply safety precautions when fighting a fire.

o Apply the procedure after a fire has been put out as per

instruction.

Precautions:

Safety first

Instructions

Illustrations

1. In case of fire immediately
inform supervisor

2. Act on instructions of
supervisor, use fire extinguisher
accordingly
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3. Wear necessary dress and
article before extinguishing the
fire

4. After extinguishing the fire
check the press room properly

5. Shift all the undamaged articles
to safe place

6. Apply SOPs procedure when
fire has been put out
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Summary of the module:

Adopt the following occupational and health safety (OHS) measures according to the
manual:

e Observe and practice all safety rules, regulations, and advice given in the press
manual and by the facilities hazard communication program and lock out / take
out program.

e Obey all verbal and written instructions before operating the press.
e Always wear personal protective equipment (PPE)

¢ Avoid wearing of loose clothing that will become and entangled in any part of the
press equipment.

o Ensure stand clear of the equipment when the “run” warning signal is sounded.

¢ Always make sure the press is completely stopped and the save button is set off
before touching machine parts.

e Ensure safe functioning of safety devices
e Never switch off or by pass safety devices.

e Check that all guards, covers and swiveling footrest are securely fastened or
completely locked in place before operating the press.

¢ Clean the ink fountains while the press is stopped and the safe button is pressed
to avoid personal injuries and press damage.

¢ Never work on moving parts with tools because of the high risk of accident and
personal injury
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Frequently Asked Questions
(FAQs)

Question

Answer

What is PPE?

PPE stand for personal protective
equipment.

Why PPEs are important during printing
operation?

PPEs protect the worker from severe
injury & accidents.

What is safety reporting procedure?

If any unusual thing happen in the press
room, inform the supervisor immediately

If worker is not wearing industrial shoes
what damage may occur?

If worker is not wearing industrial shoes it
may harm to his toes.

SOP stands for?

SOP stands for Standard operating
procedure.

What hazard can occur due to
substandard electric wiring?

It can cause short circuit.

OHS stands for?

It is stand for occupational health and
safety

How should the worker be dressed on
its workplace?

Worker should be in proper dress, no
loose clothing and should wear industrial
shoes.

How to prevent electrical hazard in
printing press

Check the electric connections before
starting the machine and inform
supervisor if found any damaged wires
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Self-Assessment

MCQs

Please mark the correct one from the given options. You can check your answer with
the Answer Key at the end of this module.

Q 1. What can be harm of loose dress?
a. machine can catch loose cloth
b. it can be burnt
c. damage of cloth
d. shrinking of cloth
Q 2. Which PPE is necessary to handling of toxic chemical?
a. must wear goggles
b. must wear mask, gloves and shoes
C. must wear mask
d. must wear tight cloth
Q 3. If electrical sparking held, what should we do?
a. Putthe water
b. Putthe clay
c. Extinguisher
d. Foam chemical
Q 4. What is the benefit of goggles in safety rules?

It can save face

It can save our eyes from dangerous splashing
It can save hair

It can save dress and shoes

oo op

Q 5. Gloves is used for?
a. Save the hands
a. Save the nose
b. Save the elbow

c. Save the forehead
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Q 6. What is the benefit of first aid box?
a. save electrical fire
b. save ground of working
c. Immediate medical treatment
d. Save the lives
Q 7. What is the benefit of mask?

a. Safety from dangerous chemical inhaling
b. Safety from burning

c. Safety from area pollution

d. Noidea

Q 8. Kerosene oil is used for?
a. Cleaning Floor
b. Cleaning rollers
c. Cleaning tools and machines from outside
d. Cleaning damping roller
Q 9. In any accidental and fire burning problem the learner should
Alarm

a
b. Inform the supervisor

o

Press the Emergency button

o

Extinguisher
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Answer Key

Junior Binder

MCQ No. Correct Answer
1 a
2 b
3 d
4 b
5 a
6 c
7 a
8 c
9 c
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Module G: - Apply Basic computer operation

Learning Unit:

After completion of this module the learner will be able to:

LUL:
LU2:
LU3:
LU4:
LUS:

Apply Basic computer operation

Prepare Word document

Prepare spread sheet as per required information
Prepare power point presentation

Perform email communication
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Learning Unit - :

LU 1: Apply Basic computer operation

Overview:

This learning unit describes the basic computer operation as input, output and central
processing unit (CPU).

Discussing the four main functions of computer hardware:

Four main functions of computer hardware are following: Input, Processing, Output, and
Storage.

Input can be defined as Information and programs are entered into the computer through
Input devices such as the keyboard, disks, or through other computers via network.

Output Devices displays information on the screen (monitor) or the printer and sends
information to other computers.

The CPU or central processing unit is sometimes called the Control Unit and directs the
operation of the input and output devices. The Coprocessor or the Arithmetic-Logic Unit
does arithmetic and comparisons.

The memory or RAM temporarily stores information (files and programs) while you are
using or working on them and known as storage.

Describing major hardware components

A typical computer system consists of:

Computer case:

A computer case, also known as a computer chassis, tower, system unit, CPU (when
referring to the case as a whole rather than the processor), or cabinet, is the enclosure

that contains most of the components of a personal computer (usually excluding the
display, keyboard, and mouse).
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power supply

optical drive ——p
P and fan

hard disk drive W\ Mg <+— connectors

motherboard

Power supply unit:

A power supply unit (or PSU) converts mains AC to low-voltage regulated DC power for
the internal components of a computer. Modern personal computers universally use
switched-mode power supplies.

Motherboard:

A printed circuit board containing the principal components of a computer or other device,
with connectors for other circuit boards to be slotted. It is very important part of CPU.

153 |Page



National VVocational Certificate Level-2 Junior Binder
(Publishing)

Mother Board

BIOS e }
A ;;4 /- PCI Slot
RAM
Slot "4

o\

- ¢
Processor §§\
Socket

V?i

Jo 2 T’ - AGP Slot
el N mi N
B & ) (y

‘Audio 1/0
use RJ45

" Parallel Port

Monitor " Serial

PS/2 Mouse & Keyboard Port

\
N

Main memory:

Main memory refers to physical memory that is internal to the computer. The
word main is used to distinguish it from external mass storage devices such as
disk drives. Other terms used to mean main memory include RAM and primary
storage.

The main storage is a region of a computer, to which the central processor has
immediate or direct access.
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A hard disk drive:

A hard disk drive (HDD) is a non-volatile computer storage device containing magnetic
disks or platters rotating at high speeds. It is a secondary storage device used to store
data permanently, random access memory (RAM) being the primary memory device.

Further Input devices include a keyboard, mouse, microphone, video camera, and image
scanner. Output devices include a monitor, speakers, and a printer.

155 | Page



National VVocational Certificate Level-2

Junior Binder
(Publishing)

Develop Computer Application Skills

Module: G Legr_nlng Apply Basic computer operation

Unit: 1
Identify computer components, safety precautions,

Practical Maintain workstation, Navigate operating systems,
Description: | & troubleshooting

Time: 9 Hours

: Computer

Equipment

Tools -

PPE -
Computer & multimedia, Presentations on related topic, Handout on
related topic

Materials

Key Point Proper safety precautions regarding computer system are
necessary for users.
¢ Identify computer system components
¢ Identify safety precautions associated with computer use
¢ Maintain workstation, equipment and supplies

Learning ¢ Navigate operating systems and software programs

Outcome:

e Troubleshoot computer problems

e Troubleshoot printer malfunction

¢ Manipulate data/software/operating system

¢ Use file management techniques

Precautions:

Ensure to wear safety shoes and other safety equipment before
starting this process

Instructions

Illustrations
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14. Identify computer system
components:

Monitor is used to show display,
keyboard is used for typing purpose &
preparing documents, mouse is a
pointing device and CPU is a central
processing unit.

System
Unit

—

Mass Storage
Device

§~-~Input Devices:

15. The following precautions
associated with computer use
must be considered:

v" Remove your watch and jewelry
and secure loose clothing.
v Turn off the power and unplug

Top of screen
at eye level

Wrist support
if required

Forearms

roughly
i H horizontal
equipment before performing Desk about
service. 20cm; high
. . Chair with
v' Cover sharp edges inside the adjustable
. seat heig
computer case with tape. as wel a5
adjustable
v" Never open a power supply or a oot i ba(]:kdhtgli?ht
. ootres and ti
CRT monitors. requirel
Maintain workstation, equipment .
. of 29y3
and supplies e
Workstation must be neat and clean, i >
equipment should be on their right £

places.

A

of e
o003

Navigation:

With a computer, navigation refers to
the act of opening and moving through
computer menus, like the Start menu in
Windows, opening software programs,
or viewing files in Windows Explorer.
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Trouble shooting:

1) Free up RAM by closing other
open programs.

2) Restart the software.

3) Shut down and restart your l
computer.

computer problems:

1) Unplug and restart your printer.

2) Check cables or wireless
connection.

3) Uninstall and reinstall your
printer.

4) Install the latest driver for your
printer.

5) Run the printing troubleshooter.

6) Clear and reset the print spooler.

7) Fix printer problems after
updating Windows 10.

8) Change a printer's status to
"online".

Manipulation of data:

Data manipulation is the process of
changing data to make it easier to read
or be more organized.

Computers may also use data
manipulation to display information to
users in a more meaningful way, based
on code in a software program, web
page, or data formatting defined by a
user.

READ TRANSFORM  ANALYZE

DEPLOY

e L e &
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File management techniques: Organize ¥ 3 Open v

Place all documents under a single

"root" folder. W Favorites Doc
Incluc
For a single user in a Windows # Downloads
environment, the default location is the Bl Desktop e
My Documents folder. | Recent Places ;
4 n

e,
4 Libraries ) 1¢
| ¢/ Documents

R = 1€
&' lV.lusm =%
k= Pictures =1
E Videos -

- 2l
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Learning Unit - :
LU 2: Describing formatting styles and their effect on

formatting, readability and appearance of documents

Overview:

In this learning unit we deal with formatting styles and their effect on formatting,
readability, Outline purpose, uses and functions. To Understand MS Word to create
documents, explain the effect of formatting and appearance.

Paragraph Styles —

They apply to a minimum of an entire paragraph, and contain paragraph formatting
(alignment, indents, etc.)

ON THE INBSERT TAB, THE GALLERIES INCLUDE ITEMS THAT ARE DESIGNED TO
COORDINATE WITH THE OVERALL LOOK OF YOUR DOCUMERT. YOU CAN USE THESE
GALLERIES TO INSERT TABLES, HEADERS, FOOTERS, LISTS, COVER PAGES, AND OTHER
DOCUMENT BUILDING BLOCKS,

When you create pictures, charts, or diagrams, they also coordinate with your current document look.
You can easily change the formatting of selected text in the document text by choosing a lock for the
selected text from the Quick Styles gallery on the Home tab.

Character Styles —

They can apply to as little as one letter, and contain only character formatting.

ON THE INSERT TAB, THE GALLERIES INCLUDE ITEMS THAT ARE DESIGNED TQ coordinate
with the overall look of your document. You can use these galleries to insert tables,

headers, footers, lists, coverpages, and other documentbuilding blocks.

Outline purpose, use and function of word-processing software:

By this window box, from page layout tab and page background group we can select
the style, color and width of outline and we can put the by default art-designed outline
too.
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Borders | Page Border |§hading |

Style: Preview

Click on diagram below or use
buttons to apply borders

Custom 414 pt
g__ 2Pt — Apply to:
Art: Whole document |Z|
(none) |z|
Apply to:

Click on diagram below or use
buttons to apply borders

##'ﬂr'ﬁr'ﬂr'ﬁr'ﬁr'ﬁr'ﬂrz

&
*
#
*
#
&
#
#

HH-H-H Bk

Understand MS Word to create documents, flyers, publications:

To create a new blank document:

1)
2)

3)

4)

Click the Microsoft Office button.

Select New. The New Document dialog box
appears.

Select blank document under the blank and
recent section. It will be highlighted by default.
Click Create. A new blank document appears in
the Word window.

Create a Flyer in Microsoft Word Using Templates:

1)
2)
3)

4)
5)

In Word, open the File tab and select New from the menu.

Under the search bar, select Flyers. ...

Browse through the free flyer templates Word displays until

you find a design you like.
Select it, and then choose Create. ...

To change the text, select it and type the new information.

Publication:

The same way publication is done by distributing and emailing to

the relevant people around.
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Explain the effect of formatting and appearance on the

readability and usability of
spreadsheets:

1) Spreadsheets provide complex processing in
ways that even people with little technical
experience can access.

2) Editing when you build a spreadsheet, the
user enter data into a worksheet.

3) The ability to enter mathematical formulas is
the key quality and useful characteristic of
spreadsheets.

4) Graphical displays of data and can represent
it organizations and institutes.

5) Preset functions.
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Develop Computer Application Skills

Learning Prepare Word document
Module: G Unit: 2
Set up & describe about page in a word document,
Practical Customize basic settings to meet page layout conventions,
Description: ]
and overall setting of page
Time: 9 Hours
Equipment -
Tools -
PPE -
. Computer & multimedia, Presentations on related topic, Handout on related topic
Materials
. Word document can smoothly create all types of documents, flyers and
Key Point
brochures
¢ Open word processing application to add data according to
information requirements
e Set up page in a word document
e Edit word document as required
e Use simple formatting tools when creating the document
e Save word document to directory
e Customize basic settings to meet page layout conventions
: e Use formatting features and styles as required
Learning
Outcome: e Insert table in a word document

e Insert appropriate images into document as necessary
e Perform mail merge in a word document

¢ Insert header/footer in a word document to incorporate necessary
data

e Insert section break in a word document
e Set style in word document

e Select basic Print settings
e Print the document

Precautions:

Ensure to install the right version of MS-Office according to the requirements

Instructions Illustrations
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1. Open word processing
application to add data
according to information
requirements

Open
Edit

New

Print

Open with »
Share with >

Restore previous versions.

Send to 3
Cut

Copy

Create shortcut

Delete

Rename

Properties

2. Set up page in a word
document. Edit word
document as required

| Margins | Paper | Layout |

Paper size:

T — |
Width: |8.5"

LI LARIR] L3

Height: 11"

Paper source

Eirst page: COther pages:
Default tray (Automatically Select) |WPIMIDefault tray (Automati

Automatically Select Automatically Select

Home Insert Page Layout References Mailings
3. Use simple formatting - L
) ; . - A T - | [=
tools when creating the o Arial U A Aar 5
document pam— . 2 .. A
Format Painter . U abe X, x — &
yoard Fl Font ]
Save As
3 b Libraries » Documents »
Organize »
4. Save word document to | Templates Documents li
directory as “documents”. 2 Favorites i
= Mame
The user can also change TS
the fil - Desktop | 4 Yesterday (2)
e 1lle name. =l Recent Places ] Module F Develo
5 Libraries ) L earner's Guide-
3 Documents
J? Music
= Pictures | 9 |
Insert Page Layout zferences Mailings

5. Customize basic settings
to meet page layout
conventions

O & O S
Margins Orientation Size Columns

£3 Line Numbers ~

be~ Hyphenation =

6. Use formatting features
and styles as required:
Like font theme, font style
and font size.

It can also be used to
change font color,
underline style and
underline color.

Page Setup Fl
e
1 Font | Adyanced
Fonk: Font style: Size:
Arial Bold 11
Angsana New » | |Regular 8 -
AngsanalPC | |uaie a a3
Aparajita ! . 10 !
Arabic Typesetting Bold Italic 1
larial - 12
Font color: Underline style: Underline color:
I~ |  (ore) Automatic
Effects
[ strikethrough [ small caps
[ Double strikethrough [ All caps
[ Superseript [ Hidden
[] Subscript
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7. Insert table in a word
document

Insert Page Layout References |

1 |3 bal BE @ @

e Table Picture Clip Shapes SmartArt
1k - Art v

I | O O o5
I | I
I | I
I |
I |
I |

L1000

|

|
|

.j Insert Table...
lﬂ’ Draw Table

I
|

8. Insert appropriate images
into document as
necessary

O

Insert

Page Layout References Mailing:

5™ d
Table Picture | Clip Shapes SmartArt Chart

- Art -

Tables Illustrations

Insert Picture from File

Insert a picture from a file.

a Press F1 for more help.

9. Perform mail merge in a
word document

Insert

Page Layout References

Letters
E-mail Messages |
Envelopes..,

Labels...

Directory

Mormal Word Document

AENDLDL

Step by Step Mail Merge Wizard...

10. Insert header/footer in a
word document to
incorporate necessary
data
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11. Insert section break in a
word document

(Publishing)
E 5 j A = 4 % Signature
— Pam = — 5 Date &Ti
Header| Footer  Page Text Quick WordArt Drop ¥ i
M *  Number~ | Box~ Parts~ < Cap '§d Object ~
| Built-In
| Blank
Typetest]
|:|:=_ j =j A = 4 2% Signature
— m £ = (53 Date & Ti
Header| Footer  Page Text Quick WordArt Drop K .
= *~  Number~ | Box~+ Parts~ - ap -t Object ~
| Built-In
| Blank
[yge tezt]
1=l
+=, Breaks - Inder
= ) B M
Page Breaks

Page
kark the point at which one page ends
and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column,

Tawk W rammimm

12. Set style in word
document;

These are heading styles,

faBbCcDe | AaBbCcl AaBbCeDr AaBbCeDe AaBbCcl

are used step by step TMNormal | THNormal2  BodyText Mo Spacing  TTable Pa..
according to requirement. Styles
= save "
B save As - i
6 "__:)d Copies: 1 S
- M - pen nn
13. Select basic Print o oo o
settings: info Printer
/ Microsoft XPS Document Writer =
Recent Ready
Install printer; check all N Printer Propert
ew

the necessary setting,
place papers in printer,
then click the button print.
Print the required
document.

ENE

Settings

Print All Pages
Print the entire document

Save & Send

Pages:
telp '| Print One Sided =
2] Options STy P onone e o es
Collated
8 et 155 123 123 i
J Portrait Orientation -
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Learning Unit - :

LU 3: Understand MS Excel to store, organize, and manipulate

data:

Overview:

Uses of Microsoft Excel in daily life are to perform the calculation, analysis, and
visualization of data and information. Microsoft Excel is one of the most important
workplace applications that help to organize the business system and processes of data
and information by the use of columns and rows with formulas

MS-Excel:

Microsoft Excel is a spreadsheet program that is used to record and analyses numerical
data. Spreadsheet as a collection of columns and rows which can form a table
smoothly.

We can access tabs, groups and command buttons for performing a task according to
requirement.

[ Ribbontabs - used to group similar commands together |
Book! - Excel v 7 B - 0 X

I HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Team | i, Rodrick Kazembe -
X talihri -1 A== = i" General v Eﬁ' Conditional Formatting - ;‘;""In:crt - z - 'T -
B~ BT U~ K aAl|l=== 5 S _‘,‘ Formiat as Table~ ',_"" Delete - [¥]- #% -
v . s A &= 3= B %o 50 7 Cell Styles - [%1 Format - ¥ -
Clipboard = Font Ir | Alignment n Mumber ] Styles Cells Editing -~

Alphabetical letters are usually assigned to columns and numbers are usually assigned
to rows. The point where a column and a row meet is called a cell. The address of a cell
is given by the letter representing the column and the number representing a row.
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box (A1) rmuia 2ar
Al - fx
B A B C D E F G H |
1 |—]
2 |
. 3 Column letters
E 4
5
g ] s
= T
g ¥
2 ]
g
0

T

Collection of rows and columns forming a spreadsheet (looks like a table)
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Develop Computer Application Skills

Module: G Learning Prepare spread sheet as per required
Unit: 3 . .
information
Practical
Description:
Time: 9 hours
Equipment | Computer,
Tools -
PPE -
Materials
Key Point Spread sheet is well-known for complicated calculations.
* Create workbook according to information requirements
* Insert sheet according to information requirements
* Enter basic formulae / functions using cell referencing when
required
» Correct formulas when error messages occur
Learning « Use a range of common tools during spreadsheet development
Outcome:

* Edit columns and rows within the spreadsheet Filter data
 Save the spreadsheet to a folder on a storage device

» Format spreadsheet using formatting features as required
* Incorporate object and chart in spreadsheet

* Print spreadsheet

Precautions:

Usage of Kerosene oil is prohibited in printing machine. It harms
plate, roller, blanket and dampening system.

Instructions

lllustrations
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1. Create workbook according to
information requirements

2. Insert sheet according to
information requirements

Junior Binder

02 : T —suM(AZ C2)
3. Enter basic formulae / functions 2 N — 4 O
using cell referencing when 1 Numberl Number2 Number3 Outcome
4. Correct formulas when error 3 200 2 3 205
messages occur 4 300 2 9 31
5 400 2 12 414
E Home Insert Page Layout Referen
5. Use a range of common tools o
during spreadsheet = g
development Pajte f Farmat Painter
Clipboard
6. Edit columns and rows within Z
the spreadsheet Filter data B T R

7. Save the spreadsheet to a
folder on a storage device

0 1691640052000 stesf] 2o 4108
20180708 1935

=
Videos

418 Computer
E

= Hide Folders Tooks = Save Cancel
. ) [0 FBm T FEH T Autosum v
8. Format spreadsheet using ¥ 3 E e A
. . 0 ’“g Conditional E%r:‘a!tv St;:ll' ]nsv:rl D:\:(: Fur:nat Q qear~ ?\‘Ijtretv% ;r‘\!ddﬁv
formatting features as required i

[Catcutation | [T explancrtory .. Unked cell _[Note
Warning Text
Titles and Headings
Heading 1 Heading2 Heading 3 Heading 4 Title Total

Themed Cell Styles
20%- Accentl | 20%-Accent2  20%-Accentd  20%-Accentd  20%- Accents

0%-Accent2 40%-Accentd 40%-Accentd  40%- AccentS  40%- Accent6

20% - Accent6

9. Incorporate object and chart in
spreadsheet
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Marksheet for the year 2019
S.No [Name |Total numb{Math English |Urdu ‘Compute|Mark obt.
1 |Asad 500 B> 68 95 75 323
2 A 500 88 B84 75 48 295
3 [Alian 500 45 75 79 68 267
4  |Afnan 500 74 88 B4 75 321
5 [samad 500 B84 47 58 95 284
6 [Ssad 500 92 75 53 62 282
7 |Yousuf 500 74 88 B4 75 321
500
s m Markshest for the year
2018 Total number
00 m Markshest for the year
2018 Math
30w W Marksheet for the year
I 2019 English
200
B Markshest for the year
1@ 2018 Urdu
_ . B Markshest for the year
0 2018 Computer Skills
H ARIREE
ki E|E|=®]| s ® Markshest for the year
< |4 = 2019 Mark obt.
1 45|86 |7

“ Home Insert Page Layout Farmulas Data Review View

| save
Print
[l save As @
Copies: |1 z
(o]
& open Print
£ Close
Info Printer 9

./ Microsoft XPS Document Writer

Recent % Ready i
10. Print spreadsheet New Briter Propetes

Settings

m f=f] Print Selection

Only print the current selection

Save & Send
Pages: 3 to =

ez DD Collated .
123 123 123

] Options : o g

B exit \j Portrait Orientation o
Letter .
85" x11"
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Learning Unit - :

LU 4: Prepare power point presentation

Overview:

PowerPoint is a presentation program developed by Microsoft. It
is included in the standard Office suite along with Microsoft Word
and Excel.

Power point application allows users to explore from basic slide
shows to complex presentations. This keeps a uniform look
among all the slides in the presentation.

&

(@

Do You Know?

Some experts suggest
using the 5/5/5 rule:
No more than five
words per line of text,
five lines of text per
slide, or five text-heavy

slides in a row.

Understand MS PowerPoint to create presentations:

Step 1: Open Microsoft PowerPoint. ,[D

Step 2: Go to File at the top of the screen and click New.
Step 3: In the “New Presentation” dialog box, click on “From
Design Template”.

Step 4: Slide Design.

Step 5: Slide Layourt.

Step 6: Adding Text.

Step 7: Adding Pictures.

Step 8: Resizing Pictures.
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colors and fonts:
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easy to read and
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Develop Computer Application Skills

Learning
Module: G Unit: 4 Prepare power point presentation
Practical Prepare presentation using all necessary
Description: | elements and options
Time: 9 hours
Equipment Computer, handouts, required Slides
Tools -
PPE -
Materials
Kev Point Keep your presentation simple. Power point uses slides with a
y horizontal or “Landscape” orientation.
e Create a simple design for a presentation
e Open blank presentation and add text / graphics
e Apply existing styles within a presentation
Learning e Use presentation template and slides to create a
Outcome:

presentation

e Use various tools to improve the look of the presentation

Save presentation to the appropriate storage device and
folder

Precautions:

To keep your audience from feeling overwhelmed, you should keep
the text on each slide short and to the point.

Instructions

Illustrations
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Built-In

- F-
ri_ Aa Aa

1. Create a simple design for a i
presentation

We can chose different built-in styles

from here F A f5~
) a
k..- “- =
L 1| | L

Blank presentation

2. Open blank presentation and
add text / graphics

When you click on create button, new
blank presentation is opened.

[

Create

=5 |_)J 2y shape Fill - 4 Find
— -‘f L shape Outline ~ | 2, Replace
ioti ithi Arravrlge SQL::;‘(. = Shape Effects ~ Ly Select -
3. Apply existing styles within a ty
presentatlon [ Abc [ Abc ] [ Ach Abc Abc

We can apply different sort of

styles from Quick style button. G
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4. Use presentation template and
slides to create a presentation

These are also called layout of slide,
can be implemented according to
requirement.

‘ CI |f Layout =

[==) Reset

Mew
Slide =

Office Theme

Calibri (Headings, = 44

= Section -

- A A

B I U 8 abe AV- Ap-

Title Slide

Section Header

Two Content Comparison Title Only
| Entrance
. : 3 ¢ ¢ "
S. L1J186| valilo:cjshtools to improve sppear Fage Fiy In Flost In
the look of the presentation €1 cah
p X% ':}ir&; AT _ﬁ .
. . > FF
Entrance, Emphasis & other various Grow&Tum  Zoom Swivel Baunce
type of tools can be used to improve Emphasis .
the look of presentation. _ _ . o
Pulse Caolor Pulse Teeter Spin
' ' - :
Object Color Complemen... Line Colaor Fill Calor

6. Save presentation to the
appropriate storage device and
folder.

We can type the file name according to
requirement and save it to the
appropriate folder.

|P| Save As
m "< » Libraries » Documents » - |43 [l Sea

Organize »

% Recent Places

4 - Libraries
3 3 Documents
> o' Music
> =] Pictures
> E Videos

418 Computer
> &, Local Disk (C)
» . Rackun (M)

Dacuments library

Includes: 2 locations

MName

Date modified

Arrar

Type

No items match your search,

=

[

File name:  [JESS0er 0]

Save as type: [PowerPoint Presentation

175 |Page




National VVocational Certificate Level-2
(Publishing)

Junior Binder

Learning Unit - :

LU 5: Perform email communication

Overview:

This module deals with effective communication by the use of Internet. Enhance

expertise regarding Emailing and E-mail writing ethics.

Express steps of creating new e-mail account:

First Steps:
Click on the Google link on the People’s Network.

) Googe

Then click on the Gmail link near the top left of the

page. If using a computer elsewhere perform an

Internet search for Gmail.
Click on Create Account.

New to Gmail? CREATE AN ACCOUNT

Second Step:

Choosing your email address to set up your new account,
Google needs some information about you. Type your first
and last names. To create an email, you need to choose a
username. Your email address will be your username
followed by ‘@gmail.com’.

Third Step:

Choosing your password “Choose a password” that is 8
characters or more.

Make sure your password is secure and one that you can
remember, Secure passwords include combinations of
upper and lowercase letters and numbers.

Verifying your “Gmail account” Type your “Birthday and
Gender”.

Enter your mobile telephone number or an alternative email
address if you have one.
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Paul Banks

Choose your username

wiganlibraries

Create a password

Confirm your password

--------

Birthday

June = 09 1969

Gender

Male =

Mobile phone

o3 - +44

Your current email address
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Fourth Step:

Prove you're not a Robot!

>

You may want to uncheck the box next to Set Google

as my default homepage’.

Type in the letters or digits as they appear on the

screen.

Agree to the terms of service by checking the box.

Fifth Step:

Click Next step. (You can add a profile picture at a later

stage).

Congratulations!

Detault homepage

v Set Google as my default homepage

Prove you're not a robot
Skip thes venficaton (phone venficaton may be

required)
Type the text
ce 8

Location

Unated Kngdom
| agree 10 the Google Terms of Service and
Privacy Poicy

How you'll appear
- Paul Banks

You have created an email account, (To start using email click on Continue to Gmail).
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State e-mail writing ethics:

What is Email Etiquette?

If you are writing to coworkers that you communicate with frequently and have
developed working relationships with them, you can be as flexible as the environment
allows. However, if you are corresponding with supervisor, you will need to be more
careful with your behavior.

Sample Email /

To: dominic.little@csun.ed
From: johndoe@johndoe &du
Subject: Sociology 150, ' AWF 11:00am, Writing Assignment 1

Dear Professor Little,

Thank you for reviewing my latest rough draft. | will be sure to make the necessary changes before
submitting my final draft. On a separate note, is it possible that | could come by your office and discuss
a strategy on how to better prepare for the next exam? Thank you for your time and | look forward to
your response.

Sincerely,

John Doe Body of the message after it has

been double-checked for spelling

and grammar mistakes.

Answer swiftly

Your customers’ send you email because they want quick responses. The golden rule
for email is to reply within 24 hours

Use a meaningful
Subject line Try to use a subject that is meaningful to the recipient as well as yourself

Use the BCC

Field When sending to many people, some people put all the email addresses in the To:
field.

Read your email

Before you send it treat email like any other official company document. Read it before
you send it. Spelling and grammar errors are just as unfortunate in email as anywhere
else in your corporate correspondence
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Don’t attach unnecessary files

Wherever possible try to compress attachments and only send attachments when they
are productive.

Email Marketing Tip!

Design a corporate email signature that all employees use. Include your marketing
slogan or sales pitch, address, phone numbers and other vital contact information.
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Develop Computer Application Skills

Learning Perform email communication
Module: G Unit: 5
. Interpret E-mail received, prepare E-Mail for
Practical vendor, and send E-mail to vendor enclosed with
Description: picture
Time: 4 hours
Equipment Computer system with internet availability
Tools -
PPE -
Materials ]
Key Point The quality of printing improves due to proper humidity level.
_ e Interpret E-mail received on personal E-mail address.
Learning _ _ o _
Outcome: e Prepare E-Mail for vendor applying E-mail writing ethics

e Send E-mail to vendor enclosed with picture of print design

Precautions:

N/A
Instructions lllustrations
1. The email you received ‘
lastly will be shown as ~
bold in your inbox. When
the user clicks on email, it L] Primary &% Social ® Pron

will be opened, you can
read and reply to email as

well.

support@sbte.edu.pk, .. 2 Assessor's Orientation Meeting -

2. The emails we did not ™

read yet, these all are

the number of unread

the extreme left column

s_hOV\(n in inbox With bold Y I— T —
highlighted headings and
. . . [J Inbox 87 i
email will be appeared in T
@ Snoozed

well.
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Develop Computer Application Skills

Learning
Module: G - _ o
Unit: 5 Perform email communication
Practical Prepare E-Mail for vendor applying E-mail writing
o ethics & Send E-mail to vendor enclosed with picture
Description: .
of print
Time: 5 hours
Equipment Computer system with Internet Availability
Tools -
PPE -
Materials -
Key Point Composing Email, Attaching Documents, Sending Email
Learning e Prepare E-Mail for vendor applying E-mail writing ethics
Outcome:

¢ Send E-mail to vendor enclosed with picture of print

Precautions:

Keep the reliable Internet access

Instructions

Illustrations

1. Log in to your email account so that
you are on the dashboard (front
page) of your mail account.

2. Click Compose. Alternatively, you
can reply to an email that you've

Google

received by double-clicking on it in o- c

your list of received emails, then

following the same steps wshakefpeare 76t
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My new play

anne hathaway@gmail.com

My new pla
3. Once your new email is open, type B
your recipient's email address in | A N
the ‘To’ field. Then put a title for rere sy iestpay- fhopeyou e
your email in the ‘Subject box and |
type your message
4. Click on the paper clip icon at the

bottom of the compose window.
5. Browse through your Windows

folders until you reach the

document you want to attach to

your email. Highlight this by clicking <~
on it and then click Open. This will |

add the document as an
attachment to your email.

6. You can tell that your document

has been attached to you email by
its file name appearing in blue text

at the bottom of the compose
window.
7. If you want to attach another

document, click the paperclip icon
again and repeat steps 4 and 5.

48 Select file(s) to upload by mail.google.com &‘
Leak in: | i Deskion - &7
Y i
T &
Recert i (.‘5 !I Samfu?g Support Center
B | (e
Shop for Supplies - HP
Desktop Officejet Pro 8600
s (R} Shoreut
w=ul Skype
! hortcu [
TL I AS KH 3
c 5 g T:mV|fw=7
3 [ 123 Kk
@ ¢
Network () oty
& 160 K v
File name I ~] Qpen |
Fesolbpe  [ARFGRED = Gorcel_ |

8. When you're ready to send your
email, click Send.

As you really do love it .doc (1460K)

@]+
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Summary of the Module:

In above module we describe about four main functions of computer hardware: input,
processing, output, and storage. It includes major hardware components. We also study
the formatting styles and their effect on formatting, readability and appearance of
documents. We understand MS Word to create documents, flyers, publications.

Understand MS Excel to store, organize, and manipulate data. We also learn how to
create presentations in power point. We also express steps of creating new e-mail
account and state e-mail writing ethics.
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Frequently Asked Questions
(FAQs)

Question

Answer

1. What email ethics?

Email ethics involves the proper subject
line, proper salutation etc

2. What is subject line in E-mail

Subiject line is covering of email body

3. What should be the phrase for
confirming the email sent
completely?

Looking forward to seeing/meeting ...

4. What is email marketing tip?

Design a corporate email signature that
all employees use to pitch the marketing
of company

5. What is the use of BCC?

Field When sending to many people

6. What is spreadsheet?

Spreadsheet provides complex
processing in ways that even people with
little technical experience can access

7. What is power point application?

Power point application allows users to
explore from basic slide shows to
complex presentations. This keeps a
uniform look among all the slides in the
presentation.

8. How should be workstation for
working on computer?

Workstation must be neat and clean, and
equipment should be on their right
places.

9. What is Central Processing Unit
(CPU)?

The CPU or central processing unit is
sometimes called the Control Unit and
directs the operation of the input and
output devices.

The Coprocessor or the Arithmetic-Logic
Unit does arithmetic operations and
comparisons.

10. Describe about the memory of
RAM.

The memory or RAM temporarily stores
information (files and programs) while
the user is using or working on them and
known as storage.
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Self-Assessment

(MCQs)
Q-1: What is abbreviation of E-Mail?

a) Emerging Email
b) Evaluate Email

c) Electronic Email
d) None of the above

Q-2 What does E-mail Ethics means?

a) Correct emalil
b) Etiguettes of emalil
c) Develop email
d) None of above

Q-3 What is meaning of composing email?

a) Sending emall
b) Receiving emalil
¢) Sharing email
d) Writing email

Q-4 What is purpose of CC?

a) Sending email other the recipient of To: Addressee
b) Copy code email

c) Cascade email

d) None of the above

Q-5 refers to the act of opening and moving through computer menus, like
the Start menu in Windows, opening software programs.

a) Programming

b) Application

c) Navigation

d) None of the above

185 |Page



National VVocational Certificate Level-2 Junior Binder

(Publishing)

Q-6 A

is a non-volatile computer storage device containing magnetic disks

or platters rotating at high speeds.

a)
b)
c)
d)

Q-7

Hard disk drive (HDD)

Universal serial bus (USB)
Random access memory (RAM)
None of the above

is a region of a computer, to which the central processor has

immediate or direct access.

a)
b)
c)
d)

Q8___

data.

a)
b)
c)
d)

Qo9 __

rows.

a)
b)
c)
d)

Read only memory (ROM)
The Main Storage
Compact Disk (CD)

None of the above

is a spreadsheet program that is used to record and analyses numerical

Microsoft Power point
Microsoft Word
Microsoft Excel

None of the above

are usually assigned to columns and numbers are usually assigned to

Numerical letters
Alphabetical letters
(a & b) both

None of the above

Q-10 A printed circuit board containing the principal components of a computer or other
device, with connectors for other circuit boards to be slotted is called

a)
b)
c)
d)

Mother Board

Processor

Basic Input output Devices (BIOS)
None of the above
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Question No. Answer
1 c
2 b
3 d
4 a
5 C
6 a
7 b
8 c
9 b
10 a
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