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I. Guide to the Individual Benchmark Specifications
Content specific guidelines are given in the Individual Benchmark Specifications for each course.  The Specifications contains specific information about the alignment of items with the NGSSS and MAFS.   It identifies the manner in which each benchmark is assessed, provides content limits and stimulus attributes for each benchmark, and gives specific information about content, item types, and response attributes.  

Benchmark Classification System

· Each Career and Technical Education course has its own set of course standards. The benchmarks are organized numerically, with two numbers separated by a decimal point. The first number is the standard number, and the second number is the benchmark number. You will see these numbers on the Item Specifications for each course.
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Definitions of Benchmark Specifications
The Individual Benchmark Specifications provides standard-specific guidance for assessment item development for CFAC item banks.  For each benchmark assessed, the following information is provided.

	Reporting Category
	is a grouping of related benchmarks that can be used to summarize and report achievement.



	Standard
	refers to the standard statement presented in the NGSSS or domain in the Florida Standards


	Benchmark

Also Assesses
	refers to the benchmark statement presented in the NGSSS or standard statement in the Florida Standards.  In some cases, two or more related benchmarks are grouped together because the assessment of one benchmark addresses another benchmark.  Such groupings are indicated in the Also Assesses statement.
refers to the benchmarks that are closely related to the benchmark (see description above)


	Item Types

Cognitive

Complexity



	are used to assess the benchmark or group of benchmark.

ideal level at which item should be assessed.

	Benchmark Clarifications
	explain how achievement of the benchmark will be demonstrated by students.  In other words, the clarification statements explain what the student will do when responding to questions.



	Content Limits
	define the range of content knowledge and that should be assessed in the items for the benchmark.

 

	Stimulus Attributes
	define the types of stimulus materials that should be used in the items, including the appropriate use of graphic materials and item context or content.

	Response Attributes
Content Focus
	define the characteristics of the answers that a student must choose or provide.
defines the content measured by each test item.  Content focus addresses the broad content and skills associated with the examples found in the standards, benchmarks, or benchmark clarifications. 


	Sample Items
	are provided for each type of question assessed.  The correct answer for all sample items is provided. 


II. Individual Benchmark Specifications
	Benchmark Number
	1.02

	Standard
	01.0  Develop keyboarding skills utilizing current technology.

	Benchmark
	Demonstrate correct hand positioning for numeric keypad entries.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity 
	Low 

	Benchmark Clarifications
	Students will be able to demonstrate correct hand positioning for alpha/numeric keypad entries by indicating which keys are home row keys.

	Content Limits
	PC alphanumeric keyboard

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item


	Performance Task 
Open a blank document in Microsoft Word. Place your fingers on the home row keys, then await further instructions from the teacher.

Rubric:
Points 
Description of Requirement 
4
Student correctly demonstrated the proper hand technique
3
Student correctly demonstrated most fingers on the correct keys
2
Student correctly demonstrated some fingers on the correct keys
1
Student had one hand / many positions correct.
0

Student did not complete the assignment.



	Benchmark Number
	2.01

	Standard
	02.0 Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Create and format memos.

	Also Assesses
	02.11

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Low, Moderate

	Benchmark Clarifications
	Students will be able to create and format memos and identify different types of business documents.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

 
	Performance Task 
Open Word.  Create a business memo found in templates. Key the following information: 

1. Date

2. Your name

3. Memo - Prom 2015
4. Include this small paragraph in the memo: Prom will be held in the civic center on June 2, 2015. Please make plans now to attend and sign up for a shift to help your prom committee. Thank you, SGA

Rubric:

Points 
Description of Requirement 
4

Memo template is created.
All information is listed. 

Paragraph is included.
Thank you is included.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	2.02

	Standard
	02.0  Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Create and format business letters using the block and/or modified block style.

	Also Assesses
	2.04

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to create and format business letters using the block and/or modified block style.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a modified block style letter with specific guidelines from the rubric.
	Prepare a business letter in Word using modifed block style.  Incorporate the information below. Write the letter to the President of the United States about a problem in your community requesting help solve the problem.
1. Name

2. Date

3. Greeting

4. Body

5. Saluation

Rubric:

Points 
Description of Requirement 
4

All five items were included with the letter.
3

Only three or four of the items above are included.
2
Only two or three of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	2.03

	Standard
	02.0  Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Create and format one-page reports using Modern Language Association (MLA) style. http://www.mla.org/style

	Also Assesses
	2.04, 2.09

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to create and format one-page reports using Modern Language Association (MLA) style. http://www.mla.org/style by indicating the correct margin spacing and MLA formatting.

	Content Limits
	Students must have access to the internet.

	Stimulus Attributes
	Word processing document samples should be illustrated - if needed.

	Response Attributes
	None Specified

	Sample Item

(PT) create a MLA format or Bibliography with specific guidelines from the rubric.
	Open Word and set up a document using MLA formatting. Include the following items:  

1. Times New Roman

2. 12 pt. font

3. 1" margins (all sides)
4. Name 

5. Date

6. Heading – “History Report”

7. Under Reference tab, citations & bibliography, add built in bibliography 

Rubric:

Points 
Description of Requirement 
4

All items are included.
3

Four or five of the items above are included.
2
Two or three of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	2.04

	Standard
	02.0  Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Use basic proofreading skills including using proofreader’s marks.

	Also Assesses
	7.10

	Knowledge/ Performance/ Both
	Knowledge

	Item Types
	Selected Response 

	Cognitive Complexity
	Low, Moderate, High

	Benchmark Clarifications
	Students will be able to use and identify basic proofreading skills including using proofreader’s marks.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	Word processing document  samples should be illustrated - if needed.

	Response Attributes
	None Specified

	Sample Item
	Which proofreader's mark tells the writer to insert a word?  

A. ˄

B. +

C. /

D. ‽
Correct Answer: A


	Benchmark Number
	2.05

	Standard
	02.0  Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Address and print envelopes.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to understand formatting when addressing and printing envelopes in MS Word.



	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified



	Response Attributes
	None Specified



	Sample Item

(PT) format envelope with specific guidelines from the rubric.


	1. Open Word and set up envelope for correctly printing addressor and    

    addressee.  
2. Addreess the envleope to to following recipient: 
        Mr. Barnes

        124 Locust Street

        Atlanta, GA 32145

3. Key the following information from the sender:

        Ms. Enrique

        628 Alavera Street

        Los Angeles, CA 90021

Points 
Description of Requirement 
4

Student completed the correct steps for the envelope.
Proper addresser and addressee are placed in correct locations.

3

Only some of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	2.09

	Standard
	02.0  Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Work with multi-page documents: insert page breaks.

	Also Assesses
	2.03

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to insert page breaks into documents of more than one page.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) insert a page break with specific guidelines from the rubric.


	Open Word and perform the following tasks:

1. On the blank document add a header with your name.
2. In the footer add today’s date.
3. In the center of the page place the word “TITLE” in 16pt, blue - Helvetica font.
4. Insert a page break and key the words “PAGE 2” in the center of the document in 16pt blue font- Helvetica font.
Rubric:

Points 
Description of Requirement 
4

Student completed the insertion of the page and completed all four tasks.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	2.10

	Standard
	02.0  Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Format columns within a document.

	Also Assesses
	7.02

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task 

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to format columns within a document by describing the correct layout associated with formatting.


	Content Limits
	Students must have access into a word processing software.


	Stimulus Attributes
	Word processing document  samples should be illustrated - if needed.

	Response Attributes
	None Specified

	Sample Item

(PT) format columns with specific guidelines from the rubric.


	Open Word. Create the column sample exactly as it appears, center the words, merge the columns, highlight yellow text.
Soccer Teams
Boys

Girls

Game time TBD

at the field house today
Blue Wahoos

Pink Panthers

Rubric:

Points 
Description of Requirement 
4

Create column, center, merge, highlight color yellow
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	2.12

	Standard
	02.0 Develop and apply word processing skills utilizing current technology.  

	Benchmark
	Open and work with multiple documents.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate

	Benchmark Clarifications
	Students will be able to open and work with multiple documents simoutaneously.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) have two documents opened simultaneous with specific guidelines from the rubric.


	1. Open Word.

2. Create a new document and title it “Kelly’s History Report”. 
3. Open another document and title it “Tyrone’s English Paper”.  
4. Place the document side-by-side open in the same window and take a screen shot of the two documents opened simultaneously.   

Rubric:

Points 
Description of Requirement 
4

All items above are included.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	4.02

	Standard
	04.0  Perform activities using the worldwide web.  

	Benchmark
	Perform advanced searches-using Boolean operators.

	Also Assesses
	4.03

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate

	Benchmark Clarifications
	Students will be able to perform advanced searches-using Boolean operators.

	Content Limits
	Students must have access to the internet.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item
	Your teacher, Mr. Rojo, assigned a book report on the novel The Grapes of Wrath.  You did not read the assignment and are trying to do Internet research on the book.  

How will you indicate in Boolean operators to only locate sites that are for the novel The Grapes of Wrath?

1. Open Word. 

2. Key the Boolean Search for your research.  

3. When the task is complete, save it as yournamereport.doc
Rubric:

Points 
Description of Requirement 
4

All items above are included: template, name, phone, address, email, and website.

3

Three or four of the items above are included.

2
Only two of the items above are included.
1
Only one of the items above is included. 

0

None of the items above OR student did not complete the assignment.




	Benchmark Number
	5.07

	Standard
	05.0 Develop and utilize business-related soft skills.   

	Benchmark
	Prepare a resume.

	Also Assesses
	2.11, 2.04, 7.10

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to prepare a resume and identify the various parts of a resume.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a resume from a template with specific guidelines from the rubric.


	1. Open Word. 
2. Go to backstage view, locate the template resume in the sample documents tab titled “equity resume”.
3. Fill in the name, phone number, address, email address, website (use www.yourname.com) portion of the resume.  
4. Save the document as yournameresume.doc
Rubric:

Points 
Description of Requirement 
4

All items above are included: template, name, phone, address, email, and website.
3

Three or four of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 

0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	5.08

	Standard
	05.0 Develop and utilize business-related soft skills.

	Benchmark
	Prepare a cover letter for your resume.

	Also Assesses
	2.02, 2.04, 7.10

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Low, Moderate

	Benchmark Clarifications
	Students will be able to prepare a cover letter and resume and identify thei different components.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) prepare a cover letter with specific guidelines from the rubric.


	1. Open Word.  
2. Prepare a cover letter for a potential employment opportunity at KR 
    Toys.  As you compose the letter, be sure to include all of the 
    information:
1. Recipient  

2. Date

3. Body

4. Salutation

5. Contact information
Rubric:

Points 
Description of Requirement 
4

All items are included.
3

Some of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	5.09

	Standard
	05.0 Develop and utilize business-related soft skills.   

	Benchmark
	Prepare a thank you letter to a potential employer.

	Also Assesses
	2.02, 2.04, 7.11

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Low, Moderate

	Benchmark Clarifications
	Students will be able to prepare a thank you letter to a potential employer and identify the different components and types of business letters.

	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) prepare a cover letter with specific guidelines from the rubric.


	1. Open Word.   
2. Prepare a thank you letter to Piazza Pizza on Palafox, a company  with whom you have just interviewed for a job.
3. Be sure to include the following:

1. Name

2. Address 

3. Body

4. Conclusion 

5. Salutation

Rubric:

Points 
Description of Requirement 
4

All items are included in the cover letter.
3

Some of the tasks are included.
2
Only two of the tasks above are included.
1
Only one of the tasks above is included.
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	5.16

	Standard
	05.0  Develop and utilize business-related soft skills.   

	Benchmark
	Demonstrate skills necessary for successful job interview.

	Also Assesses
	5.01, 5.02, 5.07, 5.08, 5.09, 5.15

	Knowledge/ Performance/ Both
	Knowledge

	Item Types
	Selected Response


	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to demonstrate skills necessary for successful job interview by identifying different soft skills such as handshake, eye contact, appropriate attire and questioning regarding position.   


	Content Limits
	Students must have access into a word processing software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item


	Why is it important to dress appropriately for a job interview?

A. Potential employers would like to see your style. 
B. Potential employees may be hired based solely on how they dress.
C. It is only important to dress professionally when interviewing for a 
     managerial position.
D. The first judgement an interviewer makes will based on how you 
     look and what you are wearing.

Correct Answer: D



	Benchmark Number
	6.01

	Standard
	06.0 Develop and apply spreadsheet skills.  

	Benchmark
	Insert and delete rows and columns.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Low, Moderate

	Benchmark Clarifications
	Students will be able to demonstrate insert and delete rows and column functions.

	Content Limits
	Students must have access to a spreadsheet software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a spreadsheet with specific guidelines from the rubric.
	1. Open Excel to prepare the worksheet shown below.

2. Use auto fill to place dates and days.  
3. Color fill column A blue and Column B yellow.

4. Add a row after A4 with the word Vacation. 
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Rubric:

Points 
Description of Requirement 
4

Student created spreadsheet, placed auto fill dates, days, added a row and color filled.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included. 
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	6.03

	Standard
	06.0  Develop and apply spreadsheet skills.  

	Benchmark
	Copy and move data.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Low, Moderate, High

	Benchmark Clarifications
	Students will be able to copy and move data by  identifying the proper description.

	Content Limits
	Students must have access to a spreadsheet software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a spreadsheet with specific guidelines from the rubric.
	1. Open Excel to prepare the spreadsheet below. 
2. After creating the spreadsheet, move the date column to the other   

    side of the days column.
3. Turn the new column with the days pink.

4. Move 5/1/15 to the top of column B2.
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Rubric:

Points 
Description of Requirement 
4

Student created spreadsheet, moved data, colored pink, moved dates to B2.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	6.05

	Standard
	06.0  Develop and apply spreadsheet skills.  

	Benchmark
	Fill data series in adjacent cells.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to fill data series in adjacent cells and undestand the importance of filling a data series.

	Content Limits
	Students must have access to a spreadsheet software.

	Stimulus Attributes
	Spreadsheet documents samples should be illustrated - if needed.

	Response Attributes
	None Specified

	Sample Item

(PT) create a spreadsheet with specific guidelines from the rubric.
	1. Open Excel.
2. In column A, place the word September, and drag across to column C to auto fill to November.

3. Place the date 9/1/14 in Column C2 and drag to the end of the month.

4. In column B, place the date 10/1/14  and drag to the end of the month.

5. In column C, place the date 11/1/14  and only the first week.

6. Color fill September in gray, October in orange, and November in purple.
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7. Save as yourname9week.xls.

Rubric:
Points 
Description of Requirement 
4

Student created a calendar in Excel, data fill weeks, days, months with year.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	6.06

	Standard
	06.0  Develop and apply spreadsheet skills.  

	Benchmark
	Hide and unhide columns and rows.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate

	Benchmark Clarifications
	Students will be able to hide and unhide columns and rows and understand the terminology associated for completing this task.

	Content Limits
	Students must have access to a spreadsheet software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a spreadsheet with specific guidelines from the rubric.
	Open Excel.  Key in the information on the sample spreadsheet found below.

After the information is created follow the following steps

1. Center the data, 

2. Color fill pink and yellow, 

3. Change font to Bella Donna. 

4. Hide the GPA column C 
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Save spreadsheet as:  gpa.xls 

[image: image9.png]PLACE TEXT
OR LOGO HERE

YOUR NAME HERE YOUR TITLE
Ph 555.555.5555 Fx 555.555.5555 email@emailhere.com
5555 Street Address, City, State 55555
'WWW.WEBADDRESS.COM




Before:                                                             After:
Points 
Description of Requirement 
4

Student created spreadsheet, centered data, color fill, change font, hide GPA column C.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete this assignment.
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Rubric:




	Benchmark Number
	6.07

	Standard
	06.0  Develop and apply spreadsheet skills.  

	Benchmark
	Freeze and unfreeze columns and rows.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate

	Benchmark Clarifications
	Students will be able to manipulate columns and rows using freeze and unfreeze.

	Content Limits
	Students must have access to a spreadsheet software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a spreadsheet with specific guidelines from the rubric.
	1. Open Excel. 
2. Create the spreadsheet shown below and place the information exactly as it appears.

3. Freeze column A from any changes made to the names of the students.  
4. The line in the picture between column A and B indicates to the teacher that the student performed the requirement successfully.  5. Color fill and center the information.  See Example:
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Rubric:

Points 
Description of Requirement 
4

Create spreadsheet, freeze, color fill, center.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	6.08

	Standard
	06.0  Develop and apply spreadsheet skills.  

	Benchmark
	Sort data.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate, High

	Benchmark Clarifications
	Students will be able to sort data by various different filters or identify sorts and filters.

	Content Limits
	Students must have access to a spreadsheet software.

	Stimulus Attributes
	Spreadsheet documents samples should be illustrated - if needed.

	Response Attributes
	None Specified

	Sample Item

(PT) create a spreadsheet with specific guidelines from the rubric.
	1. Open Excel and key the names, dattes, and titles as shown in the before picture below. 
2. Color fill Column A with blue for boys, pink for girls.

3. Color fill Column B green.
4. Sort by alphabetic in Column A.

Before:                                               After:
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Rubric:
Points 
Description of Requirement 
4

Create spreadsheet, sort data alpha A-Z first, then oldest to newest, color fill.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	7.02

	Standard
	07.0  Develop and apply digital design skills.  

	Benchmark
	Create a new document from template (e.g. newsletters, brochures, greeting cards, letterhead, and flyers).

	Also Assesses
	2.04, 7.07, 7,08, 7.10

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Low, Moderate, High

	Benchmark Clarifications
	Students will be able to create a new document from template (e.g. newsletters, brochures, greeting cards, letterhead, and flyers) and understand the concept of a template in Microsoft.

	Content Limits
	Students must have access to a word processing and/or digital design  software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a business card with specific guidelines from the rubric.
	1. Open Publisher. 
2. Create a business card using one of the templates provided.
3. Fill in the template with your following information.

1. Name

2. Address, City, State, Zip

3. Phone

4. Email

5. Website  (Use www.yourname.com)

Rubric:

Points 
Description of Requirement 
4

Student completed all four items in the requirement.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete this assignment.



	Benchmark Number
	7.07

	Standard
	07.0  Develop and apply digital design skills.  

	Benchmark
	Apply formatting to graphics and frames.

	Also Assesses
	N/A

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Moderate

	Benchmark Clarifications
	Students will be able to apply formatting to graphics and frames.

	Content Limits
	Students must have access to a word processing and/or digital design  software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a format frame with specific guidelines from the rubric.
	1. Open Word and create a new document.

2. Apply the apple border to the entire document.
3. Save the document as apples.doc.

Rubric:

Points 
Description of Requirement 
4

All items above are included: page layout, border, apples, apply to entire document.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	7.08

	Standard
	07.0  Develop and apply digital design skills.  

	Benchmark
	Edit text, layouts, and color schemes.

	Also Assesses
	7.04, 7.05, 7.06, 7.07

	Knowledge/ Performance/ Both
	Performance

	Item Types
	Performance Task

	Cognitive Complexity
	Low, Moderate

	Benchmark Clarifications
	Students will be able to edit text, layouts, and color schemes.

	Content Limits
	Students must have access to a word processing and/or digital design  software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item

(PT) create a report cover with specific guidelines from the rubric.
	1. Open Word to create the cover page shown below.

2. On the Insert tab, select Cover Page, then Alphabet.

3. Key the following information over the placeholders:
1. Document Title –My Birthday

2. Document subtitle-Best day ever
3. Pick the date- Your birthday
4. Your name


Rubric:

Points 
Description of Requirement 
4

All items above are included.
3

Only three of the items above are included.
2
Only two of the items above are included.
1
Only one of the items above is included.
0

None of the items above OR student did not complete the assignment.



	Benchmark Number
	7.10

	Standard
	07.0  Develop and apply digital design skills.  

	Benchmark
	Demonstrate the importance of utilizing spell check and saving document.

	Also Assesses
	2.04

	Knowledge/ Performance/ Both
	Knowledge

	Item Types
	Selected Response


	Cognitive Complexity
	Moderate

	Benchmark Clarifications
	Students will be able to demonstrate the importance of utilizing spell check and saving document and understanding concepts and file locations.

	Content Limits
	Students must have access to a word processing and/or digital design  software.

	Stimulus Attributes
	None Specified

	Response Attributes
	None Specified

	Sample Item


	After completing a document it is important to place it in a safe, protected location.  How would you store the document? 
A. file, copy

B. file, format paint

C. file, save as

D. file, screen shot


Correct Answer: C
Linda types a paper in the body of an email and sends it to herself.  She does this because she does not have Word on her home computer and wants to MLA format her paper in the school library.  She opens her email and Word to transfer the paper.  Which short cut keys would Linda use to copy and paste her paper into Word?

A. CTRL C then CTRL V

B. CTRL C then CTRL P
C. CTRL C then CTRL Z
D. CTRL P then CTRL L
Correct Answer: A


The contents of this document were developed under a grant from the United States Department of Education. However, the content does not necessarily represent the policy of the United States Department of Education, and  you should not assume endorsement by the federal government.
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