Grading Rubric – Managing Files and Folders Lab

Class:


Professor:


Notes:


Solution Filename: 
Computer Organization Plan.doc
	Description
	Pts
	Your Score

	Paragraph describing the problem.
	10
	

	Table, graphic, or flowchart outlining a solution
	10
	

	List of file types
	10
	

	List of folder descriptions
	5
	

	Identify possible subfolders
	5
	

	Create a system of file naming conventions
	10
	

	Identify Windows Explorer as the file management software
	10
	

	Menu or mouse instructions for creating files and folders
	5
	

	Menu instructions or mouse for renaming files and folders
	5
	

	Menu instructions or mouse for moving files and folders
	5
	

	Menu instructions or mouse copying files and folders
	5
	

	Explain the decision to show or hide filename extensions and the file path
	3
	

	Explanation how to use the View button or Menu to view the various details of the files in each folder; details for each of the views
	2
	

	Explanation that Thumbnails view is best for image files
	2
	

	Explanation that Filmstrip view (for graphic files) is good for graphic files
	2
	

	Explanation that Details view is good for folders that contain various types files so you can see icons and quickly identify file type; provides a way to sort files by date, file name, type, size. Give complete information on each file
	2
	

	Explanation that Tiles view is good for folders that contain various types files so you can see icons and quickly identify file type
	2
	

	Explanation that List view is good for folders that contain various types files so you can see icons and quickly identify file type
	2
	

	Explanation that Icons view is good for folders that contain various types files so you can see icons and quickly identify file type
	2
	

	Identify files to be deleted and explanation of how to delete files and folders
	3
	

	TOTAL POSSIBLE POINTS:
	100
	0


YOUR SCORE:  _______________







