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Rubrics

Rubric Category - Word Processing

Each subcategory has 3 levels of proficiency: Introductory, Intermediate, and Proficient. 
 

Click on the icon ( ) to display the CTC Technology Standards and/or the ISTE NETS 
Standards addressed by this rubric.  

Sub-Category: General Knowledge and Skills

Introductory
- Identifies word processing terms (e.g., word processing, cursor, styles, etc.) 
- Opens, saves, prints and deletes a document

Intermediate

- Navigates in a large document 
- Accesses and uses Help 
- Previews document to identify layout problems  
- Uses basic proofing tools (e.g. spell check, grammar check)

Proficient
- Finds and replaces text 
- Saves word processing documents in other file formats 
- Retrieves documents with the find file command

Sub-Category: Communication through Printed Media

Introductory
- Types, selects, corrects, deletes, text within a document - Adjusts tabs and margins  
- Applies and changes font, character and paragraph formatting 
- Changes on-screen view mode and magnification

Intermediate

- Copies, pastes text within and between documents 
- Uses styles to change the appearance of paragraphs and outlines 
- Uses templates 
- Applies borders 
- Creates numbered and bulleted lists 
- Adds and deletes page breaks, and creates headers and footers 
- Creates tables using built-in software assistance

Proficient

- Uses word processors to create lesson plans, articles, reports, etc. 
- Enhances documents by inserting graphics 
- Incorporates drawing tools 
- Resizes and relocates graphics within a document 
- Creates templates 
- Formats text in columns with different fonts and colors

Sub-Category: Integration, Student Learning, and Classroom Management

Intermediate
- Transcribes handwritten documents into word processed documents 
- Creates a simple word processed document

Proficient
- Creates enhanced word processed documents for classroom use 
- Designs lessons that utilize word processing as part of the activity



 
 
 

 
 

1999-2003 copyright iAssessment


