
Assessment Task 
 
Creating, saving and retrieving a document (with no access to computer) (Individual 
activity) (LO3 AS4) 
 
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 
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:   

 
 


