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ITEM 1 

Competency (Basis of 

assessment) 

Evidence: Skill/ability exhibited/Score Score 

Planning:  

Selects appropriate 

application programs  

 Word processing Software 

 Spreadsheet software 

 Database software 

 Presentation software 

 Uses 2-3 appropriate application programs of the 

following: 
Word processing Software 

Spreadsheet software 

Database software 

Presentation software 

 

 Uses 1 appropriate application programs 

 

 Uses none of the above appropriate application 

programs 
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00 

Manipulation:  

Uses Application tools to 

manipulate data. 

  

 Uses more than 6 of the listed manipulations to 

generate appropriate outputs. 
Enters data 

Edits data 

Formats data 

Performs calculations on data 

Filters data 

Generates merged document 

 

 Uses the 6 listed manipulations above, to generate 

appropriate outputs. 
 

 Uses less than 6 of the listed manipulations above, that 

do not generate appropriate outputs. 
 

 No listed manipulation used 
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Product/Output:  

Represents data and 

produces both forms of 

output (Both Hard copy and 

Soft copy) 

 

 Generates 2 products (merged letters and graphical) in 

both forms of output 

 Generates 2 products (merged letters and graphical) but in 

one form of output 

 Generates 1 product (merged letters and graphical) in 

both form of output 

 Generates 1 product (merged letters and graphical) in one 

form of output 

 Generates inappropriate products in any form of output 
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ITEM 2 

Competency (Basis of 

assessment) 

Evidence: Skill/ability exhibited/Score Score 

Planning:  

Selects appropriate 

application programs  

 

 Uses any one webpage authoring application 

programs  

 Uses non-web authoring application programs 

 

01 

 

00 

Manipulation:  

Uses publishing features to 

create publications. 

 Uses 7-8 of the listed publishing features to create 

publications. 
Adds organization name 

Adds web pages 
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  Adds page titles 

Adds feedback section 

Links pages 

Creates active form 

Adds appropriate pictures, logos, video clips, banners 

Organizes content on the pages 
 

 Uses 6 of the listed publishing features above to 

create publications. 
 

 Uses less than 6 of the listed publishing features 

above to create publications. 
 

 No evidence of creation of any publication 
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Product/Output:  

Produces publications in 

both forms of output (Both 

Hard copy and Soft copy) 

 

 Generates a website with at least 3 web pages in 

both forms of output 

 Generates a website with less than 3 web pages in 

both forms of output  

 Generates a website with at least 3 web pages in 

only one form of output 

 Generates a website with less than 3 web pages in 

only one form of output 
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