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	Rating Code
	6
	5
	4
	3
	2
	1

	Description of Competence
	Outstanding
	Meritorious
	Satisfactory
	Adequate
	Partial
	Inadequate

	Creation of database 
	· Independently creates database with insight and excellent understanding of concepts.
	· Independently creates database with insight and good understanding of concepts.
	· Independently creates database with good understanding of concepts.
	· Independently creates database at specific location using the correct name. 
	· Creates database using default name and location.
	· Has difficulty in understanding concepts of creating database and cannot create database without considerable assistance from educator or peers.

	Accuracy
	· No accuracy errors in database
	· One accuracy error in database
	· Two or three accuracy errors in database
	· Three or four accuracy errors in database
	· Four or five accuracy errors in database
	· More than five accuracy errors in database

	Importing/
Exporting data
	· Independently imports and exports data from other packages to create table.
	· Imports and exports data from other packages.
	· Knows how to import or export data from other packages but needs some guidance.
	· Is aware of import and export function but needs assistance to use it.
	· Cannot use import and export function without considerable guidance and assistance.
	· Is unaware of the import and export function between packages.

	Field names/
types and field properties
	· Independently chooses appropriate field names and field types.

· Independently uses all field properties appropriately.
	· Independently chooses appropriate field names and field types.

· Independently uses most of the field properties appropriately.
	· Uses given field names and field types correctly. 

· Independently uses basic field properties.
	· Uses given field names and field types correctly.

· Uses basic field properties when given.
	· Needs guidance to use given field names, field types and basic field properties appropriately.
	· Is aware of field names, field types and field properties but is unable to use them without considerable assistance.

	Forms
	· Masters using a form by independently creating forms with excellent layout and design using either a wizard or a design view.

· Adds extra fields appropriately (including calculations).
	· Uses a form by independently creating forms with good design and layout and edits form in design view.

· Adds extra fields appropriately.
	· Uses a form by creating a form using the wizard.

· Adds extra fields with guidance.
	· Uses and creates a form using the wizard but follows a given example for layout and design.

· Adds extra fields with assistance.
	· Knows what forms are but needs some guidance to create a form.

· Adds extra fields with assistance.
	· Is aware of forms but needs assistance to use and create forms.

· Is unable to add extra fields without considerable assistance.

	Query 
	· Masters queries by working independently to select the correct expression or criteria with combinations of AND, OR, NOT to give the desired result.

· Adds extra fields (including calculations) appropriately.
	· Uses queries by working independently to write queries using simple Boolean expressions.

· Adds extra fields appropriately.
	· Shows how to create and use queries by including or showing the correct fields and sorting queries in a given order.

· Writes queries using single Boolean operators to give the desired result.
	· Knows how to create queries and includes the correct fields as given.

· Correctly writes simple queries without Boolean expressions.
	· Follows the wizard to create a query.

· Needs guidance to write simple queries (no Boolean expressions).
	· Is aware of queries but needs assistance to follow the wizard to create a query.

· Needs extensive assistance to write a simple query.

	Report
	· Masters reports by:

· Independently creating reports using either the wizard or design view, selecting the appropriate table or query or by creating an appropriate query.

· Deciding on appropriate sorting and grouping.

· Using advanced functions or formulae to provide appropriate statistics at end of group or report.

· Adding fields with labels and calculations.

· Exporting reports to other packages.

· Producing an attractive report using all appropriate properties and special effects.
	· Uses reports by:

· Independently creating reports, selecting the appropriate table or query or by creating an appropriate query.

· Sorting or grouping according to appropriate fields.

· Using functions or formulae to provide appropriate statistics at end of group or report.

· Adding fields with labels and simple calculations.

· Makes effort to produce attractive report using some appropriate properties and special effects.
	· Shows how to create and use reports.

· Independently

· Creates reports, selecting the correct table or query.

· Sorts or groups report according to requirements.

· Uses functions or formulae to provide statistics at end of group or report.

· Needs some guidance to add extra fields with labels and calculations.

· Produces an attractive report using properties and special effects.
	· Knows how to create a simple standard report by selecting the table or query given.

· Groups or sorts report according to given specifications.

· Inserts a report and/or page header or footer.

· Attempts to produce attractive report using some properties and special effects.
	· Follows the wizard to create simple reports.

· Selects poor layout for report.
	· Is aware of reports but needs assistance to follow the wizard to create a simple report.

· Makes no effort to produce attractive report and some items are missing.
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