Pre-assessment checklist
Lecturer: Mark Gillan


Student Name:  Click here to enter text.
Searching Online
Planning a search, making a note of search intentions		☐		Lecturer: ☐
Searching using more than one search engine			☐		Lecturer: ☐
Use of Boolean with search criteria phrases and operators	☐		Lecturer: ☐
Screenshots of searches using varying search criteria		☐		Lecturer: ☐
Web pages noted						☐		Lecturer: ☐
Search evidence complete					☐		Lecturer: ☐
Database
Database created with correct file name				☐		Lecturer: ☐
Table created with all fields					☐		Lecturer: ☐
Fields have correct properties					☐		Lecturer: ☐
Data input correctly						☐		Lecturer: ☐
Edited field							☐		Lecturer: ☐
Edited records							☐		Lecturer: ☐
Saved with relevant file name for the edited database		☐		Lecturer: ☐
Database evidence complete					☐		Lecturer: ☐
Spreadsheets
Products listed							☐		Lecturer: ☐
Unit Price noted in column named appropriately			☐		Lecturer: ☐
Quantity (more than 2 per item)					☐		Lecturer: ☐
Sub-Totals for each product with use of SUM			☐		Lecturer: ☐
Use of Average, lowest number, highest number functions	☐		Lecturer: ☐
Chart showing cost of each item					☐		Lecturer: ☐
Saved file							☐		Lecturer: ☐
Data and chart edited and edited file saved			☐		Lecturer: ☐
Full and complete spreadsheet evidence			☐		Lecturer: ☐
Word Processing
Front Cover Sheet (no page number on cover sheet)		☐		Lecturer: ☐
Table of Contents (as a field)					☐		Lecturer: ☐
Formatting / styles (suitable and legible font, not default)	☐		Lecturer: ☐
Headings and sub-headings					☐		Lecturer: ☐
Header and Footer						☐		Lecturer: ☐
(Header: Doc title) (Footer: Today’s date, student name and page number)
Page numbers (x of y as field)					☐		Lecturer: ☐
Tables used							☐		Lecturer: ☐
Bullet Points list and a Numbered List used			☐		Lecturer: ☐
Inserting images (text wrap)					☐		Lecturer: ☐
Page Breaks							☐		Lecturer: ☐
Insert Spreadsheet data						☐		Lecturer: ☐
Insert Spreadsheet charts					☐		Lecturer: ☐
Create an index (10 words)					☐		Lecturer: ☐
Bibliography and referencing (Harvard style) with hyperlinks	☐		Lecturer: ☐
Spelling and grammar (fully complete and correct)		☐		Lecturer: ☐
Checking a document						☐		Lecturer: ☐
Completing formatting						☐		Lecturer: ☐
(no large blank spaces or text part the way down a page etc.)
Full and complete evidence for Word Processing			☐		Lecturer: ☐
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