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Using Word - designs 
 
Creating, saving and retrieving a document (with no access to computer)  
 
For this activity you do not need access to a computer. 
 
Create a poster with a flowchart indicating the steps you will need to follow to create a 
document in a word processing program. Also indicate the steps of saving and retrieving the 
file if you want to make changes to it. Describe each step in a few words. Make your 
flowchart interesting and easy to follow.  
 
Present your flowchart to the class and explain to them how to follow the steps.  
 
Teacher assessment rubric 
 

Criteria  Marks 

Format and 
style of 
flowchart 
[Marks out of 
4] 

The flowchart 
uses various 
colours to grab 
the attention. 
The flowchart is 
very easy to 
follow. [4 marks] 

The flowchart 
uses two to 
three colours to 
grab the 
attention. The 
flowchart can be 
followed with 
relative ease. [3 
marks] 

The flowchart 
uses one colour. 
The flowchart is 
somewhat 
difficult to 
follow. [2 marks] 

The flowchart is 
dull and 
uninteresting. 
The flowchart is 
very difficult to 
follow. [1 mark] 

 

Information 
included in 
flowchart: 
creating and 
saving a 
document 
[Marks out of 
4] 

The flowchart 
indicates all the 
steps in the 
correct order. [4 
marks] 

The flowchart 
includes most of 
the steps in the 
correct order, 
but left out one 
or two. [3 
marks] 

The flowchart 
indicates some 
of the steps, 
with three left 
out, but they are 
not in the 
correct order. [2 
marks] 

The flowchart is 
confusing, with 
more than three 
steps left out, 
and the order is 
incorrect. [1 
mark] 

 

Information 
included in 
flowchart: 
retrieving, 
changing and 
saving a 
document 
[Marks out of 
4] 

The flowchart 
indicates all the 
steps in the 
correct order. [4 
marks] 

The flowchart 
includes most of 
the steps in the 
correct order, 
but left out one 
or two. [3 
marks] 

The flowchart 
indicates some 
of the steps, 
with three left 
out, but they are 
not in the 
correct order. [2 
marks] 

The flowchart is 
confusing, with 
more than three 
steps left out, 
and the order is 
incorrect. [1 
mark] 

 

Attractiveness The poster is The poster is The poster is The poster is  
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of poster 
[Marks out of 
4] 

very attractive 
and neat. [4 
marks] 

attractive and 
neat. [3 marks] 

somewhat 
attractive, but 
not neat. [2 
marks] 

unattractive and 
untidy. [1 mark] 

Presentation  
[Marks out of 
4] 

Excellent 
presentation 
given with 
confidence. Very 
well prepared. 
[4 marks] 

Very good 
presentation. 
Good 
preparation. [3 
marks] 

Satisfactory 
presentation. 
Preparation 
could have been 
better. [2 marks] 

Poor 
presentation. 
Clearly very little 
preparation. [1 
mark] 

 

Total marks out of 20:   

 
Level 4: 15–20 marks (70–100%) – Outstanding 
Level 3: 10–14 marks (50–69%) – Achieved 
Level 2: 7–9 marks (35–49%) – Partially achieved 
Level 1: 1–6 marks (1–34%) – Not achieved 
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Suggested Solutions  
 

Question 
number 

Possible 
marks 

Solution 
 

 
1 

 
20 

 
To create a file you need to follow these steps: 
 

 Click on File in the standard toolbar   
 Select New to open new document 
 Click on Format and Font to select your font type 
 Type the information in the document 
 Click on File in the standard toolbar 
 Click on Save As to open the dialogue box to save document 
 Choose file destination 
 Type file name under which you want to save the document 
 Click on Save 
 Close the file 

 
To retrieve a file and make changes to it you need to follow these steps:  

 Click on File in the standard toolbar 
 Click on Open to open the dialogue box of saved files 
 Choose the file name you want to open 
 Double click the file name to open the file 
 Make the changes to the document 
 Click on the Save icon 
 Close the file 
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Appendix of Assessment Tools 
 
Teacher assessment rubric 
 

Criteria  Marks 

Format and 
style of 
flowchart 
[Marks out of 
4] 

The flowchart 
uses various 
colours to grab 
the attention. 
The flowchart is 
very easy to 
follow. [4 marks] 

The flowchart 
uses two to 
three colours to 
grab the 
attention. The 
flowchart can be 
followed with 
relative ease. [3 
marks] 

The flowchart 
uses one colour. 
The flowchart is 
somewhat 
difficult to 
follow. [2 marks] 

The flowchart is 
dull and 
uninteresting. 
The flowchart is 
very difficult to 
follow. [1 mark] 

 

Information 
included in 
flowchart: 
creating and 
saving a 
document 
[Marks out of 
4] 

The flowchart 
indicates all the 
steps in the 
correct order. [4 
marks] 

The flowchart 
includes most of 
the steps in the 
correct order, 
but left out one 
or two. [3 
marks] 

The flowchart 
indicates some 
of the steps, 
with three left 
out, but they are 
not in the 
correct order. [2 
marks] 

The flowchart is 
confusing, with 
more than three 
steps left out, 
and the order is 
incorrect. [1 
mark] 

 

Information 
included in 
flowchart: 
retrieving, 
changing and 
saving a 
document 
[Marks out of 
4] 

The flowchart 
indicates all the 
steps in the 
correct order. [4 
marks] 

The flowchart 
includes most of 
the steps in the 
correct order, 
but left out one 
or two. [3 
marks] 

The flowchart 
indicates some 
of the steps, 
with three left 
out, but they are 
not in the 
correct order. [2 
marks] 

The flowchart is 
confusing, with 
more than three 
steps left out, 
and the order is 
incorrect. [1 
mark] 

 

Attractiveness 
of poster 
[Marks out of 
4] 

The poster is 
very attractive 
and neat. [4 
marks] 

The poster is 
attractive and 
neat. [3 marks] 

The poster is 
somewhat 
attractive, but 
not neat. [2 
marks] 

The poster is 
unattractive and 
untidy. [1 mark] 

 

Presentation  
[Marks out of 
4] 

Excellent 
presentation 
given with 
confidence. Very 
well prepared. 
[4 marks] 

Very good 
presentation. 
Good 
preparation. [3 
marks] 

Satisfactory 
presentation. 
Preparation 
could have been 
better. [2 marks] 

Poor 
presentation. 
Clearly very little 
preparation. [1 
mark] 

 

Total marks out of 20:   
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Level 4: 15–20 marks (70–100%) – Outstanding 
Level 3: 10–14 marks (50–69%) – Achieved 
Level 2: 7–9 marks (35–49%) – Partially achieved 
Level 1: 1–6 marks (1–34%) – Not achieved 
 
 
 


