
Information Processing I: Essential Learnings 
 

1. What do we want students to know, be able to do, and be like as a result 
of taking this course (IP1)? 

a. Word Processing 
i. Product contains 5 or 6 of the following: header, footer, 

graphics, columns, text wrap, text variations (bold, italic, 
underline, type, size), hanging indent, bulleted text, and 
alignment. 

ii. A few spelling, grammar, punctuation, or formatting mistakes, 
but they do not interfere with the interpretation of the final 
product. 

iii. Some attempt is made at consistent formatting.  Some attempt is 
made to balance content with formatting choices. Content, MLA 
formatting, Bibliography, etc. ties to the English Department. 

iv. An attempt is made to integrate text and graphics, although the 
effect is inconsistent or distracting. 

b. Spreadsheet 
i. Two or three functions and/or formulas (sum, average, maximum, 

minimum, etc.) included and calculated on appropriate cells. 
ii. Chart included with project, but missing a few non-essential 

elements or data and/or is inappropriate for the data. 
iii. Column widths, row heights, cell formatting (number, text, 

alignment), text formatting (B, I, font), and header/footers are 
included but 1 or 2 are used inappropriately. 

iv. Word Art titles, graphics are added. 
c. Database 

i. Ability to develop fields, properties and records. All fields are 
complete in all records.  All are in correct order and are 
correctly defined. 

ii. Report is complete with all elements present (correct fields 
and identifiers, correct sorts, header and footer). 

iii. Basic sorting, basic queries and basic form generation are 
consistent.  

iv. Query is formed to answer specific data base question, and 
response is appropriate. 

d. Research and Presentation 
i. Audience is able to follow presentation; there are consistent 

sequences of information. Menus and paths to most information 
are clear and direct. 

ii. Includes essential information that is factually accurate and 
easily understood. Information is gathered from multiple 
electronic sources.  Sources are properly cited. 

iii. Few spelling or punctuation errors, internal punctuation is 
sometimes missing or wrong, problems with grammar or usage 
are not serious enough to distort meaning. 

iv. Graphics relate to communicating content.  Design elements and 
content combine effectively to deliver a higher impact than 
either would alone. There is little random use of graphics. 

v. Presentations include transitions, animations, and thoughtful 
organization of material. 

vi. Presentations are consistent with 6 Trait Writing elements.  


