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Updated October 7, 2008


Computer Competency Self-Assessment
Basic Computer Concepts
Individuals should be familiar with the following computer concepts:

1. Know proper email netiquette

2. Understand the difference between CC and BCC

3. Know the purpose of RAM memory

4. Understand email attachments

5. Understand Windows file-naming conventions

6. Recognize email attachments that may be infected with a computer virus

7. Define a Trojan virus

8. Recognize the symptoms of a computer virus

9. Recognize a virus hoax email message

10. Select appropriate methods for performing backups of computer files

Indicate how often you perform the following tasks (Daily, Weekly, Monthly, Never) 

	
	Daily
	Weekly
	Monthly
	Never

	1. Save files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Create new documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Print documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Email
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Bookmark websites
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	TOTALS
	     
	     
	     
	     


Please answer yes or no to the following questions:

	Question
	Yes
	No

	1. Can you identify the following peripherals on a computer and explain what they do: mouse, speakers, wireless devices, network card, sound card, printer, external drives, and a USB device?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Can you download a document from the Internet?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Can you email a document as an attachment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Can you import pictures into a document?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Do you know how to save a document to the hard drive?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Do you know how to print a document?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Do you know how to change the font in a Word document?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Do you know how to make a portion of a Word document bold?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. Do you know how to remove a portion of a document and move it to another part of the same document? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. Do you know how to change a paragraph from single space to double space if the paragraph is already created?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11. Do you know how to change margins in a text document?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12. Can you use Styles in a text document?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13. Can you insert a TOC in a Word document?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14. Can you insert a page break?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15. Can you insert page numbering?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16. Can you insert/edit footnotes/endnotes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17. Can you use thesaurus, spell check and grammar check in a Word document?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18. Can you use Word count?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19. Can you import text from another document to the document you are creating?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20. Do you know how to create a spreadsheet?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21. Can you create a multi-page spreadsheet?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	22. Can you create formulas in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	23. Can you use the “if” statement in Excel?

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	24. Can you use the average function in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	25. Can you create formulas that use data from multi-page spreadsheets?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	26. Can you apply a formula to multiple cells in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	27. Can you import data into a spreadsheet in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	28. Can you format cells in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	29. Can you move cells in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	30. Can you modify row and column settings in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	31. Can you apply and clear cell formatting in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	32. Can you modify columns and row settings in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	33. Can you create a chart in Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	34. Can you develop a presentation in PowerPoint?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	35. Can you add sound to a presentation in PowerPoint?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	36. Can you animate different elements of a presentation in PowerPoint?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	37. Can you print slides for a presentation in PowerPoint?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	38. Can you select all of the elements on a slide?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	39. Can you use Windows Explorer? Windows Control Panel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	40. Can you create shortcuts?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	41. Do you know what toolbars and menus are and what they do?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	42. Can you open, resize, maximize, minimize, and scroll a window?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	43. Can you start and exit an application?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	44. Can you switch between applications?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	45. Can you create a file, a folder, a directory, and subfolders?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	46. Can you copy and/or move a group of files?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	47. Can you delete and restore files?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	48. Do you know what a browser is?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	49. Can you arrange icons?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	50. Can you save a document to a hard drive and external drives (CD/DVD, USB device, Zip drive)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	51. Can you connect to the Internet?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	52. Can you use a search engine?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	53. Can you print from the Internet?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	54. Do you know what hosts, domains and URLS are?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	55. Can you copy and paste from the www?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	56. Can you refresh a page?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	57. Can you bookmark or add to favourites?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	58. Can you change your homepage?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	59. Do you understand the purpose of a link on a webpage?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	TOTALS
	     
	     


Using Microsoft Word
For help in learning how to use Microsoft Word go to: http://www.microsoft.com/education/OfficeXPTutorial.aspx
Using Microsoft Excel:

For help in learning how to use Microsoft Excel go to: http://www.microsoft.com/education/OfficeXPTutorial.aspx
Using Microsoft PowerPoint:

For help in learning how to use Microsoft PowerPoint go to: http://www.microsoft.com/education/OfficeXPTutorial.aspx
Operating system questions:

For help in learning how to use Microsoft XP operating systems go to: http://www.microsoft.com/Education/WinXP101Tutorial.aspx[image: image1.jpg]
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