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Date: 1/15/15 

Teacher Reflection: Stephen has been a focused and 

productive learner this semester.  I was happy to have him 

in class as he was always willing to learn and ask questions 

about more advanced skills than we offered.  He completed 

all his work in a timely fashion, was respectful, and always 

willing to assist his classmates.  It was a pleasure to have 

him in my class.   
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Date:  11/19/14 

My Reflection:  The course began with a unit on career 

exploration where I was able to narrow down my career 

choices based upon my interests, skills, personality and 

future lifestyle goals. We also learned about safe use of the 

internet and how we should treat others in a digital world.   

I learned about many tools and ideas, for creating and 

formatting documents that I can use in correspondence, data 

analysis, and presentations.  I was not aware that MS Office 

had so many tools available, but this course has taught me 

that I should create documents that are perfect, because no 

one will take me seriously if there are a lot of errors or the 

documents are not easy to read.  

Finally, we participated in an online mini-course in personal 

finance.  I feel that this course has made me more aware of 

how to handle my finances now and in the future.   
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Grading Rubric  
 

EP-1 My Work 

Place Cursor in Box then  Press Shift + P  to insert   P 
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Objective:  Student learns to search the internet efficiently and has the 

skills to communicate effectively using computer technology.  
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Grading Rubric  
 

A-2 My Work 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student shows the use of header and footer tools and inserting 

and formatting graphics while developing their own personalized letterhead.  
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EP-3 Block Format Business Letter 
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Grading Rubric   

 

EP-3 My Work   

A. Letter 

B. Envelope 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objectives:  1) Student shows proper letter formatting techniques in one of a  

variety of communicative topics.  (Cover, Complaint, Inquiry, Thank You, 

etc.) 

2) Student addresses an envelope properly using information from this letter.  

PP 
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Grading Rubric   
 

EP-4 My Work 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student shows proper use and setup of a Business Card to be 

used for first impression in a prospective business relationship. 
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EP-5  Tri-Fold Travel Brochure 
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EP-5 Formative Reflection 

(REQUIRED)  
 

Grading Rubric   
 

EP-5 My Work 

  

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student researches the culture and attractive recreational 

attributes of a foreign destination while applying the use of advanced 

formatting in creation of a double sided tri-fold travel brochure.  The use of 

Word Art, Tables, Column Setup, Bulleted List, Section Breaks, Borders 

and Shading, are necessary here.  

http://nbea.org/newsite/curriculum/standards/index.html
http://nbea.org/newsite/curriculum/standards/index.html
C:/Documents and Settings/Stephen J. Rocco/Local Settings/Temporary Internet Files/Content.IE5/VCPK2JRF/Applied Exercises Rubric COMPLIT A-5.doc
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Assignment Completed on: 

1. List one primary academic, 
civic, or social standard met 
by completion of this task.   
(4 lines) 

2. List one content standard 
that is being met by 
completion of this task.      
(4 lines) 

3. How has the completion of 
this task helped you meet the 
specific standards and 
expectations listed in #1.                       
(8 lines) 

4. Describe the task you have 
completed and the steps you 
used to complete it.  How did 
this process help you to 
achieve proficiency on the 
standards and expectations.               
(8 lines) 

5. How did you use previously 
learned skills in completing 
this task?                        
(6 lines) 

 

6. What were the most 
difficult parts of this task. 
And what gave you the 
greatest sense of 
accompishment?               
(7 lines) 
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EP-5  Formative Reflection – Tri-Fold Brochure    1 of 2 

Assignment Completed on: 

1. List one NETS standard met 
by completion of this task.    

(4 lines) 

NETS #3.  Research and information fluency 

Students apply digital tools to gather, evaluate, 

and use information.  b. Locate, organize, analyze, 

evaluate, synthesize, and ethically use information from a 

variety of sources and media 

2. List one NBEA content 
standard that is being met by 
completion of this task.    

(4 lines) 

NBEA Communication - IV. Technological 

Communication Achievement Standard: Use technology 

to enhance the effectiveness of communication. 

3. How has the completion of this 
task helped you meet the specific 
standards and expectations listed 
in #1 & #2.                        

(8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

4. Describe the task you have 
completed and the steps you used 
to complete it.  How did this 
process help you to achieve 
proficiency on the standards and 
expectations.                

(8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

5. How did you use previously 
learned skills in completing this 
task?                         

(6 lines) 

 

X 

X 

X 

X 

X 

X 

6. What were the most difficult 
parts of this task. And what gave 
you the greatest sense of 
accomplishment?             

(7 lines) 

X 

X 

X 

X 

X 

X 

X 
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7.What advice would you give 
future students completing a 
task similar to this one?  
What could you have done to 
improve your performance on 
this task?  (8 lines) 

8. How will you be able to use 
the skill, knowledge, or 
experience gained through 
completion of this project in 
the future?     (8 lines) 

Formative Reflection Rubric 

SCORE Criteria 

 

Proficient 

(          ) 

The student responds to all questions. 

The student describes detailed connections between 

the task and the expectation 

  and standards being met. 

The student reflects insightfully on his/her own work. 

The student uses proper grammar and sentence 

structure. 

Deficient 

(          ) 
 

The student does not respond to all questions. 

The student makes little or no connection between the 

common 

    task and the academic expectations or standards. 

The student reflection are incomplete and lack of depth 

of understanding. 

The student does not use proper grammar and 

sentence structure. 
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EP-5  Formative Reflection – Tri-Fold Brochure    2 of 2 

7.What advice would you give future 
students completing a task similar to 
this one?  What could you have done 
to improve your performance on this 
task?  (8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

8. How will you be able to use the 
skill, knowledge, or experience gained 
through completion of this project in 
the future?     (8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

Formative Reflection Rubric 

SCORE Criteria 

 

Proficient 

(          ) 

The student responds to all questions. 

The student describes detailed connections 

between the task and the expectation 

  and standards being met. 

The student reflects insightfully on his/her own 

work. 

The student uses proper grammar and sentence 

structure. 

Deficient 

(          ) 
 

The student does not respond to all questions. 

The student makes little or no connection 

between the common 

    task and the academic expectations or 

standards. 

The student reflection are incomplete and lack 

of depth of understanding. 

The student does not use proper grammar and 

sentence structure. 
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EP-6 Registration Form 
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Grading Rubric   
 

EP-6 My Work 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student shows the use and manipulation of tables to apply 

formatting and use of symbols in creation of a form for practical use. 

http://nbea.org/newsite/curriculum/standards/index.html
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C:/Documents and Settings/Stephen J. Rocco/Local Settings/Temporary Internet Files/Content.IE5/VCPK2JRF/Applied Exercises Rubric COMPLIT A-4.doc
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EP-7 My Resume´ in MS Word Table  
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Grading Rubric   
 

EP-7 My Work 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student learns formatting of individual cells in a table while 

creating a Resume of their education, work, and personal achievements. 

http://nbea.org/newsite/curriculum/standards/index.html
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EP-8 Purchasing a Computer Essay 
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A-8 Formative Reflection  

(REQUIRED)  
 

Grading Rubric  
 

A-8 My Work 

  

Place Cursor in Box then  Press Shift + P  to insert   P 

  

Objective:  Student learns about hardware, software, operating systems, 

history of, and proper use of technology and internet as they build 

knowledge necessary to use the “decision making process” while comparing 

options for choosing a computer to purchase for their personal use.  
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EP-8  Purchase a Computer Essay (Continue on Next Slide if Necessary)         

1 of 3 
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EP-8  Purchase a Computer Essay (Continue on Next Slide if Necessary)         

2 of 3 
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Assignment Completed on: 

1. List one primary academic, 
civic, or social standard met 
by completion of this task.    
(4 lines) 

2. List one content standard 
and GSE that are being met by 
completion of this task.    (4 
lines) 

3. How has the completion of 
this task helped you meet the 
specific standards and 
expectations listed in #1.                          
(8 lines) 

4. Describe the task you have 
completed and the steps you 
used to complete it.  How did 
this process help you to 
achieve proficiency on the 
standards and expectations.                
(8 lines) 

5. How did you use previously 
learned skills in completing this 
task?                        (6 
lines) 

 

6. What were the most 
difficult parts of this task. 
And what gave you the 
greatest sense of 
accompishment?            (7 
lines) 
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7.What advice would you give 
future students completing a 
task similar to this one?  What 
could you have done to improve 
your performance on this task?  
(8 lines) 

8. How will you be able to use 
the skill, knowledge, or 
experience gained through 
completion of this project in 
the future?     (8 lines) 

Formative Reflection Rubric 

SCORE Criteria 

 

Proficient 

(          ) 

The student responds to all questions. 

The student describes detailed connections between the 

task and the expectation 

  and standards being met. 

The student reflects insightfully on his/her own work. 

The student uses proper grammar and sentence 

structure. 

Deficient 

(          ) 
 

The student does not respond to all questions. 

The student makes little or no connection between the 

common 

    task and the academic expectations or standards. 

The student reflection are incomplete and lack of depth 

of understanding. 

The student does not use proper grammar and sentence 

structure. 
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EP-9   Digital Citizenship Graphic 
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EP-9 My Work 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Students have learned awareness and understanding of the Nine 

Elements of Digital Citizenship for appropriate and responsible technology 

use.  The displayed graphic organizer is created using an online Web 2.0 

tool called  Text2MindMap.com. 
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EP-10 MS Excel Spreadsheet w/Calcs & Graph 
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A-10 Formative Reflection  
(REQUIRED) 

 

Grading Rubric   
 

A-10 My Work 

  

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student learns effective collection and presentation of data 

through use of Excel to enter and edit data, calculate formulas, and easy to 

read charts. 
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Assignment Completed on: 

1. List one primary academic, 
civic, or social standard met 
by completion of this task.   
(4 lines) 

2. List one content standard 
and GSE that are being met 
by completion of this task.   
(4 lines) 

3. How has the completion of 
this task helped you meet the 
specific standards and 
expectations listed in #1.                       
(8 lines) 

4. Describe the task you have 
completed and the steps you 
used to complete it.  How did 
this process help you to 
achieve proficiency on the 
standards and expectations.               
(8 lines) 

5. How did you use previously 
learned skills in completing 
this task?                        
(6 lines) 

 

6. What were the most 
difficult parts of this task. 
And what gave you the 
greatest sense of 
accompishment?            (7 
lines) 
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EP-10 Formative Reflection Spreadsheet w/Calcs and Graph 1of 2 

Assignment Completed on: 

1. List 1 NETS standard met by 
completion of this task.    

(4 lines) 

4. Critical thinking, problem solving, 

and decision making > Students use critical thinking 

skills to plan and conduct research, manage projects, 

solve problems, and make informed decisions using 

appropriate digital tools and resources. 

c. Collect and analyze data to identify solutions 

and/or make informed decisions 

2. List one NBEA content 
standard that is being met by 
completion of this task.    

(4 lines) 

Computation > I. Mathematical Foundations 

Apply basic mathematical operations to solve problems. 

3. How has the completion of this 
task helped you meet the specific 
standards and expectations listed 
in #1.                        

(8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

4. Describe the task you have 
completed and the steps you used 
to complete it.  How did this 
process help you to achieve 
proficiency on the standards and 
expectations.                

(8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

5. How did you use previously 
learned skills in completing this 
task?                         

(6 lines) 

 

X 

X 

X 

X 

X 

X 

6. What were the most difficult 
parts of this task. And what gave 
you the greatest sense of 
accomplishment?             

(7 lines) 

X 

X 

X 

X 

X 

X 

X 
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7.What advice would you give 
future students completing a 
task similar to this one?  
What could you have done to 
improve your performance on 
this task?  (8 lines) 

8. How will you be able to use 
the skill, knowledge, or 
experience gained through 
completion of this project in 
the future?     (8 lines) 

Formative Reflection Rubric 

SCORE Criteria 

 

Proficient 

(          ) 

The student responds to all questions. 

The student describes detailed connections between 

the task and the expectation 

  and standards being met. 

The student reflects insightfully on his/her own work. 

The student uses proper grammar and sentence 

structure. 

Deficient 

(          ) 
 

The student does not respond to all questions. 

The student makes little or no connection between the 

common 

    task and the academic expectations or standards. 

The student reflection are incomplete and lack of depth 

of understanding. 

The student does not use proper grammar and 

sentence structure. 
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EP-10 Formative Reflection Spreadsheet w/Calcs and Graph 2of2 

7.What advice would you give future 
students completing a task similar to 
this one?  What could you have done 
to improve your performance on this 
task?  (8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

8. How will you be able to use the 
skill, knowledge, or experience gained 
through completion of this project in 
the future?     (8 lines) 

X 

X 

X 

X 

X 

X 

X 

X 

Formative Reflection Rubric 

SCORE Criteria 

 

Proficient 

(          ) 

The student responds to all questions. 

The student describes detailed connections 

between the task and the expectation 

  and standards being met. 

The student reflects insightfully on his/her own 

work. 

The student uses proper grammar and sentence 

structure. 

Deficient 

(          ) 
 

The student does not respond to all questions. 

The student makes little or no connection 

between the common 

    task and the academic expectations or 

standards. 

The student reflection are incomplete and lack 

of depth of understanding. 

The student does not use proper grammar and 

sentence structure. 
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EP-11  MS Word and Excel Integration 
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Grading Rubric   
 

EP-11 My Work 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student learns how MS Office Applications can be used 

simultaneously and integrated into one document with use of Word and 

Excel 
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EP-12  Money$KILL Certificate 
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EP-12 Certificate 

Place Cursor in Box then  Press Shift + P  to insert   P 

PP 

Objective:  Student completes online course in Personal Finance earning a 

Certificate of Completion.  Course covers, future lifestyle, income, payroll 

deductions, budgeting, savings, insurance, owning a vehicle, and student 

loans. 
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ASSIGNMENT 
SCORE 

Work Score          Possible 

Pts. 

 REFLECTION 

SCORE 

Title Page Complete, Master 
Slide, Name, Picture, Footer, 
Master  

   4 XXXXX XXXXX 

Student Course Reflection 
Complete 4 XXXXX XXXXX 

Assignment #1 

Optional Reflection    4 XXXXX XXXXX 

Assignment #2 

Optional Reflection 4 XXXXX XXXXX 

Assignment #3 

Optional Reflection 4 XXXXX XXXXX 

Assignment #4 

Required Reflection 4 4 

Assignment #5 

Optional Reflection 4 XXXXX XXXXX 

Assignment #6 

Optional Reflection 4 XXXXX XXXXX 

Assignment #7 

Required Reflection 4 4 

Assignment #8 

Optional Reflection 4 XXXXX XXXXX 

Assignment #9 

Required Reflection 4   4 

Assignment #10 

Optional Reflection 4 XXXXX XXXXX 

                  Assignment 
#11  

  Optional Reflection 

4 XXXXX XXXXX 

                  Assignment 
#12  

  Optional Reflection 

4 XXXXX XXXXX 

TOTAL  SCORE 

64 Possible Pts. 
56 12 
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Progressive E-Portfolio Score Sheet 

ASSIGNMENT 
SCORE 

Work Score   Possible Pts. 

 REFLECTION SCORE 

Work Score    Possible Pts 

Title Page Complete, 
Master Slide, Name, 
Picture, Footer, 
Master  

4 XXXXX XXXXX 

Student Course 
Reflection 
Complete 

4 XXXXX XXXXX 

Assignment #1 4 XXXXX XXXXX 

Assignment #2 4 XXXXX XXXXX 

Assignment #3 4 XXXXX XXXXX 

Assignment #4 4 XXXXX XXXXX 

Assignment #5 

Required Reflection 
4 4 

Assignment #6 4 XXXXX XXXXX 

Assignment #7 4 XXXXX XXXXX 

Assignment #8 N/A 4 XXXXX XXXXX 

Assignment #9 4  XXXXX XXXXX 

Assignment #10 

Required Reflection 
4 4 

  Assignment #11  4 XXXXX XXXXX 

  Assignment #12 4 

TOTAL  SCORE 

60 Points 
52 8 

Score Earned 
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