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Criteria 
 
Created a new workbook
 
 
Created a column for eac
 
Created a row for each of
categories listed in the ac
 
 
Filled in the hours for eac
 
 
Double-checked your wo
 
Changed the left and righ
margins to 1 inch 
 
Changed the orientation t
landscape 
 
 
Added a footer and a hea
  
With your teacher’s perm
printed the workbook 
 
Saved the workbook as e
[your first initial and last
 
 

Rubric—Excel Lesson 5 C
 

ve finished your project, determine whether you have completed the 
olumn. Fill in the checklist in the shaded columns below and then turn 
er along with your project. 
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