
Practice     1 

Revised 1/11/08 

EDHD Assessment of Technology Competencies 
Scoring Checklists 

 

Student Name      Section #      
 
Part 1:  Word Processing  
Header in Word Art 1 0 
Two columns in document 1 0 
Horizontal blue line 1 0 
Horizontal line is 3 point thickness 1 0 
LH column   
• Title of article and name placed before text 1 0 
• Two font types used 1 0 
• Justified text 1 0 
• Two font styles used 1 0 
• Two font sizes used 1 0 
• Spell check used (no spelling errors) 1 0 
• Picture inserted 1 0 
• Web site address of graphic noted as a hyperlink 2 0 
RH column   
• Chart from Excel 1 0 
• Table Inserted 1 0 
• Top cells in table merged 1 0 
• Identified information placed in table 1 0 
• Table formatted as described 1 0 

• File named & saved correctly 1 0 
• File transmitted successfully (in zipped folder) 1 0 

• Total Points for Word-Processing (20 possible)   
 

 
Part 2:  Spreadsheet  
Numerical data in columns displayed according to 
instructions 

1 0 

Bold font is used for column headers 1 0 

First column size is adjusted 1 0 

Formulas entered correctly   

• Class average (###) 2 0 
• Total (***) 2 0 
Numbers formatted per instructions (2 decimal 
places) 

1 0 

Columnar chart shown   
• Columnar chart created per instructions 1 0 
• Appropriate data shown in chart  2 0 
• Title for chart included 1 0 
• Categories labeled properly on x-axis  1 0 
Spreadsheet saved correctly 1 0 
Spreadsheet transmitted successfully (in zipped 
folder) 

1 0 

Total Points for Spreadsheet (15 possible)   
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Part 3:  Presentation Software            
Project consists of 2 slides 1 0 
Title Slide   
• Used slide design  2 0 
• Information on slide accurate 1 0 
• Text centered 1 0 
• Clip Art inserted correctly and sized  1 0 
• Text box in left corner that reads “Moving to a 

new location!” 
1 0 

Content slide   
• Title on slide per instructions 1 0 
• Bullet points use “flash once” animation 1 0 
• Uses “heart” autoshape 1 0 
• Default fill color is changed 1 0 
• Hyperlink to Student Tech is included 1 0 
Slide show features   
• Transition added to all slides 1 0 
Presentation saved per instructions 1 0 
Presentation transmitted successfully (in zipped 
folder) 

1 0 

Total Points for Presentation (15 possible)   

 
 

 
 
 
 
 
 
 


