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Project title:  Name:  

Project description:  Date:  

Required elements 
 The following features/techniques are required. 

 The features/techniques must be used correctly and selected to support the message or purpose of the project. 

Item Approaches standard Meets standard Exceeds standard Where and/or how did you 
include this item? How does 
it enhance or make clearer 
the information being 
communicated? 

Apply conditional 
formatting using a 
formula 

Conditional 
formatting has been 
applied using a built-
in command, or the 
purpose of the 
formatting is unclear. 

Conditional 
formatting has been 
applied using a 
formula, and the 
purpose of the 
formatting is clear. 

Conditional 
formatting has been 
applied using a variety 
of formulas that 
include complex 
nested functions, and 
the purpose of the 
formatting is clear. 
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Item Approaches standard Meets standard Exceeds standard Where and/or how did you 
include this item? How does 
it enhance or make clearer 
the information being 
communicated? 

Use functions with 
multiple criteria 

A function with 
multiple criteria has 
been created, but 
does not work as 
expected or does not 
seem to have a 
purpose. 

A function with 
multiple criteria has 
been built into the 
workbook and works 
correctly to 
communicate a 
logical, statistical, or 
mathematical 
calculation. 

A variety of functions 
with multiple criteria 
have been built into 
the workbook to 
communicate a 
logical, statistical, or 
mathematical 
calculation. 

 

Create a PivotTable, 
including a slicer and/or 
a timeline and/or 
grouped fields 

A PivotTable has 
been created, but 
does not include 
additional features or 
has an unclear 
purpose. 

A PivotTable has 
been created. It 
includes a slicer, 
timeline, and/or 
grouped fields so that 
the data is easy to 
understand and 
answers can be easily 
extracted. 

A PivotTable has 
been created and 
includes a slicer, 
timeline, and/or 
grouped fields and 
other features such as 
a calculated field and 
PivotChart. Styles 
have been applied 
that enhance the 
visualization of the 
data. 
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Item Approaches standard Meets standard Exceeds standard Where and/or how did you 
include this item? How does 
it enhance or make clearer 
the information being 
communicated? 

Use Lookup functions to 
find data 

A Lookup function 
has been created, but 
the data that it found 
was already easy to 
find. 

A Lookup function 
has been created that 
references data from 
another worksheet or 
workbook. 

A Lookup function 
has been created. It 
includes a MATCH or 
INDEX function for 
data that cannot be 
found easily with a 
VLOOKUP or 
HLOOKUP function. 

Customize number 
formats 

Formatting has been 
customized, but it 
detracts from 
readability, doesn’t aid 
the communication, or 
has an unclear 
purpose. 

Formatting has been 
customized in a way 
that improves data  
readability and 
generally enhances 
communication of the 
data. 

Customized 
formatting has been 
applied to cells that 
greatly enhances data 
readability and helps 
to clearly 
communicate 
information. 
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Optional elements 
 The features/techniques must be used correctly and support the message or purpose of the project. 

 Elements added without valid communication or problem-solving motivation will not be counted. 

Item Mark the items included Where and how did you include this item? How does it enhance or make 
clearer the message or information being communicated? This section is 
asking for a justification of why it was included. 

Create Functions 

Select 2 

• Logical function 
• Date & Time function 
• Statistical Function 
• Financial Function 
• Math & Trig Function 

 

Charts 

Select 1 

• PivotChart 
• Dual-axis chart 
• Treemap chart 
• Funnel chart 
• Sunburst chart 

 

Collaboration 

Select 1 

• Restrict editing 
• Protect cells, worksheet, 

or workbook 
• Manage comments 

 

Manage Data 

Select 1 

• Group/Ungroup data 
• Subtotal data 
• Consolidate data 
• Manage conditional 

formatting rules 
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Item Mark the items included Where and how did you include this item? How does it enhance or make 
clearer the message or information being communicated? This section is 
asking for a justification of why it was included. 

Other optional 
items 

• Create a simple macro 
• Use what-if analysis 
• Use Flash Fill 
• Use Watch Window 
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Career skills (soft skills) 
Technical skills are only part of the requirements for success in a technical career. Professionals in all careers must be able to 
successfully interact with others, manage their time, demonstrate leadership, and analyze problems. These skills are sometimes called 
soft skills and are necessary career skills. 

Skill Approaches 
standard 

Meets standard Exceeds standard What examples can you cite that demonstrate 
your abilities in this area? 

Goal-oriented The development 
work was 
fragmented and 
off-task. As a 
result, the project 
was behind 
schedule or did not 
achieve its 
intended objective. 

The development 
work was usually 
focused on the 
project. It was 
completed as 
planned and 
achieved its 
intended 
objective. 

The development work 
was always focused on 
the project. It was 
completed ahead of 
schedule and met the 
intended goal. 
The team pursued 
additional elements or 
refinements. 

 

Communication Did not follow 
directions or ask 
for help when 
needed. Required 
written 
communication 
(such as the 
planning 
document) was late 
or incomplete. 

Followed 
directions and 
asked for help 
when needed. 
Written 
communication 
(such as the 
planning 
document) was 
completed as 
instructed. 

Kept the teacher 
informed of progress 
in addition to 
following directions 
and asking for help 
when needed. 
Written 
communication (such 
as the planning 
document) was 
especially thorough, 
current, and easily 
understood. 
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Skill Approaches 
standard 

Meets standard Exceeds standard What examples can you cite that demonstrate 
your abilities in this area? 

Teamwork and 
cooperation 

Did not display a 
positive attitude. 
More focused on 
individual work 
than the success of 
the team or the 
project. 
Relied upon the 
teacher to resolve 
disputes or 
problems. 

Generally 
displayed a 
positive attitude. 
Focused on the 
team’s success 
most of the time. 
Seldom relied on 
the teacher to 
solve disputes or 
problems. 

Always displayed a 
positive attitude. 
Worked with a focus 
on the team’s success. 
Problems or disputes 
were peacefully solved 
between the team 
members with respect 
shown to differing 
opinions. 

 

Leadership Reluctant to take 
the initiative to 
improve the 
project or help 
others succeed. 

Took initiative to 
improve the team 
project and help 
others succeed. 

Took initiative to 
improve the team 
project and help others 
succeed. 
Offered suggestions 
and assumed 
responsibility for 
team’s success. 
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Skill Approaches 
standard 

Meets standard Exceeds standard What examples can you cite that demonstrate 
your abilities in this area? 

Problem-
solving 

Relied upon the 
teacher to solve 
most problems. 
Did not seek help 
from available 
resources, 
including other 
students. 

Employed a 
variety of 
strategies to solve 
problems. 
Worked through 
frustrating 
problems. 

Employed a variety of 
strategies to solve 
problems, including 
class resources, peers 
and persisted in 
searching for 
additional resources. 
Helped others solve 
problems. 

 

Work ethic Needed to be 
reminded to work 
on the project. Did 
not respond to 
situations that 
require additional 
effort or work. 

Worked hard to 
accomplish the 
goal. 

Worked hard to 
accomplish the goal. 
Made use of additional 
time to improve or 
expand the project 
beyond expectations. 

 

Time 
management 

Plans do not reflect 
reasonable 
expectations. 
Needed to be 
reminded to stay 
focused. Deadlines 
were missed. 

Plans reflect 
reasonable 
expectations. 
Stayed focused 
and made good 
use of class time. 

Plans reflect 
reasonable 
expectations. Stayed 
focused and made 
good use of class time. 
Worked to balance the 
work duties of others 
to ensure an on-time 
completion. 
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Reflection 
1. Explain how your project helps to solve the problem described in the planning document. 

 

2. What new skills did you learn in this project? 

 

3. What challenges did you experience? How did you work to overcome them? 

 

4. Describe your level of satisfaction with the finished project. 

 

5. How do you feel about your personal effort and work in this project? 

 

6. How has this project changed you? 

 

7. If you created something for an authentic audience, how did they react to your work? 

 

8. Add other comments you’d like to make about this project or your work. 
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