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Project title:  Name:  

Project description:  Date:  

Required elements 
 The following features or techniques are required. 

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

 Screenshots might be required. Your teacher will advise you about using screenshots to show the work you do in the project. 
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Item Approaches standard Meets standard Exceeds standard Where or how did you 
include this item? How does 
it enhance or make clear the 
information being 
communicated?  

Customize the email 
signature 

A signature was set 
up, but does not 
convey the necessary 
contact information. 

It's clear a signature 
was set up and 
conveys the necessary 
contact information. 

Multiple signatures 
were set up that 
convey the necessary 
contact details for 
each use. Examples 
include a formal 
signature with full 
contact details, an 
abbreviated informal 
signature with limited 
details, and signatures 
specific to replies or 
forwarded emails only. 
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Item Approaches standard Meets standard Exceeds standard Where or how did you 
include this item? How does 
it enhance or make clear the 
information being 
communicated? 

Set up working hours It's not clear that the 
working hours have 
been adjusted (from 
the default or 
previous setting) to 
times that work best 
for the need. 

It's clear that the 
working hours have 
been adjusted to 
times that meet the 
need for the mailbox 
use. 

Working times have 
been adjusted to 
include specific start 
and end times, 
selected work week 
days, selected first day 
of week, and selected 
first day of year. 

Configure Out of Office 
messages for future use 

It's not clear that a 
new Out of Office 
message has been 
created. 

It’s clear that a new 
Out of Office 
message has been 
created and is ready 
for use. 

Different Out of Office 
messages have been 
configured for future 
use within and outside 
the organization. 
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Item Approaches standard Meets standard Exceeds standard Where or how did you 
include this item? How does 
it enhance or make clear the 
information being 
communicated? 

Compose email 
messages 

Emails were created 
but might not 
communicate the 
necessary information 
or include essential 
elements such as a 
subject, message 
body, and signature. 

Emails were created 
that convey the 
necessary content 
and include all 
essential message 
elements (subject, 
message body, and 
signature). 

Emails were created 
with all message 
elements (subject, 
message body, and 
signature) with 
appropriate and very 
readable content. The 
emails include 
formatting that aids 
readability or 
necessary 
attachments. 

Set up a mailbox folder 
organization system for 
future use 

It's not clear that 
folders or search 
folders were set up for 
future use. 

It's clear that folders 
or search folders were 
set up for future use. 

Folders or search 
folders were set up 
and configured with 
the necessary details 
for proper use in the 
future. 
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Item Approaches standard Meets standard Exceeds standard Where or how did you 
include this item? How does 
it enhance or make clear the 
information being 
communicated?  

Schedule meetings or 
appointments 

It's not clear that 
meetings or 
appointments were 
scheduled with the 
essential details. 

It's clear that 
meetings or 
appointments were 
scheduled with the 
essential details (start 
and end dates, start 
and end times, 
people, and location). 

Meetings or 
appointments were 
scheduled with all the 
necessary details, 
including appropriate 
start and end dates 
and times, people, 
agenda or other 
details, and location. 
The meetings or 
appointments also 
include one or more 
additions such as an 
agenda, attached files, 
time zone, tags, and 
other details. 
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Item Approaches standard Meets standard Exceeds standard Where or how did you 
include this item? How does 
it enhance or make clear the 
information being 
communicated?  

Schedule tasks It's not clear that tasks 
were created with the 
essential details. 

It's clear that tasks 
were created with the 
essential details. 

Tasks were created 
and included 
necessary and helpful 
details such as 
subject, start and end 
dates, due date, 
recurrence, status, 
priority, percentage 
complete, reminder, 
tags, and other 
details. Tasks were 
also assigned to 
others as needed. 
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Optional elements 
 The features or techniques must be used correctly and support the message or purpose of the project. 

 Elements that do not relate to the purpose of the project will not count. 

 Screenshots might be required. Your teacher will advise you about using screenshots to show the work you do in the project. 

Item Mark the items included Where and how did you include this item? How does it support 
the purpose of your project? 

Customize the Outlook 
workspace 

Select 4 

• Modify the Quick Access 
Toolbar 

• Customize the ribbon 
• Customize the Mail view 
• Customize the Calendar view 
• Customize the Contacts view 
• Customize the Tasks view 
• Customize the Folder Pane  
• Customize the Reading Pane 
• Customize the To-Do Bar 
• Customize the People Pane 

 

Automate emails, 
meetings, and tasks 
Select 1 

• Configure and use Quick Steps 
• Configure and use Quick Parts 
• Configure and use rules 

 

Schedule a recurring 
series of meetings or 
appointments 

Select 2 

• Schedule a daily series 
• Schedule a weekly series 
• Schedule a monthly series 
• Schedule a yearly series 
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Item Mark the items included Where and how did you include this item? How does it support 
the purpose of your project? 

Create, organize, and 
share contacts 
Select 2 

• Create contacts 
• Create contact groups 
• Create contact categories 
• Share a contact 
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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 on 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 by using 
class resources, 
consulting with peers, 
and 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 
required 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 did not 
reflect reasonable 
expectations. 
Needed to be 
reminded to stay 
focused. Deadlines 
were missed. 

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

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