Participant Skills Pre / Post –Test:

Introduction to Computers
(Basic Computer Skills)

Objective:  To learn Basic Computer Skills

This test, will allow us to gauge what you know.  Please complete this test to the best of your ability.  Your survey will aid us in developing comprehensive computer workshop.  Thank you for your time and cooperation.

The Basics
***Do you know how to type?
Yes / No
The Computer System:  Do you know…
1. CPU stands for ​​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________________________
2. RAM stands for _____________________________
3. What is the main function of the Monitor? 


A) Allows you to store large amounts of data


B) Allows you to view information on a screen (your desktop)


C) Allows you to listen to music


D) Serve as an input device
4. The device that allows you to type on the computer screen and communicate with the computer is: 

 A) Mouse  

B) Keyboard 

C) The Speakers

D) None of the Above 


5. What piece of hardware do you use to navigate the screen?
A) Mouse 

B) Mouse pad  

C) The Speakers

D) RAM

6. Which of the following are considered input devices?
A) Printer

B) Mouse

C) Monitor

D) Copier

E) All of the above 
7. Which of the following are considered output devices?  

A) Screen

B) Speakers

C) Headphones

D) Printer
E) All of the Above

8. What device allows you to look at info from the computer screen on paper?

A) Monitor

B) Copier

C) Printer

D) A and B

9. The Disc Drive is also known as the:

A) floppy drive

B) a drive

C) standard drive

D) All of the above
10. How do you eject a disc?

A) Pull it out

B) Press the Eject Button located under the disc insert slot

C) On the Desktop there is an eject button

D) None of the Above

11. What are Ports in relation to computers?  
A) A place where you can insert a disc.

B) A place where a ship can dock during a nasty storm or hurricane.

C) A place on a computer where you can connect a device. 

D) None of the above.
Basic Functions:  Do you know…

Computer:

12. How do you turn a Computer on?
13. How do you turn a Computer off?
14. How do you Restart a Computer? 
15. The Shift Key:
A) Lets you type in all capitals only

B) Lets you quickly navigate up and down a page

C) Allows you to reach the end of the page quickly (jumps)

D) Allows you to capitalize letters and use the upper function of keys (!@#%$)

16. The Enter key:

A) Takes you to the original page

B) Allows you to “ok” or move to the next line

C) Erases text from the screen

D) Allows you to enter the text so it is indented or skip entries

17. The backspace key erases text to the _____________________________
18. The delete key erases text to the ____________________________
Mouse:  Do you know…

19. How would you open a web page using the mouse?

A) Use the right mouse button to click on the internet icon

B) Use the right  mouse button to double click on the internet icon

C) Use the left  mouse button to click on the internet icon

D) Use the left mouse button to click twice on the internet icon

20. What is the “right click” used for?


A) Cutting and Pasting 


B) Viewing Drop Menus


C)  Copying Text


D) All of the above
21. How do you “Drag” objects? 
A) Right-click the object once 

B) Left-click the object once 

C) Double-click the object

D) Left-click the object and continue to hold while moving it

22. How can you scroll up and down a page?  
A) Using the roll button on the mouse

B) Using the arrow keys on the keyboard

C) Using the scroll bar on the right-hand side of the screen

D) All of the above

Windows:  Do you know…

23. How to “Minimize” a window?  

A) The [image: image1.png]


 button in the upper right corner

B) The  [image: image2.png]


 button  in the upper right hand corner

C) The [image: image3.jpg]


 button in the upper right hand corner

D) None of the above

24. How to “Maximize” a window?

A) The [image: image4.png]


 button in the upper right corner

B) The [image: image5.png]


 button in the upper right hand corner

C) The [image: image6.jpg]


 button in the upper right hand corner

D) None of the above

25. How to close a window?

A) The [image: image7.png]


 button  in the upper right corner

B) The [image: image8.png]


 button in the upper right hand corner

C) The box [image: image9.jpg]


 in the upper right hand corner

D) None of the above

26. Restore a window?

A) The [image: image10.png]


 button in the upper right corner

B) The [image: image11.png]


 button in the upper right hand corner

C) Click on the box in the taskbar that correlates with the window 

D) None of the above
27. Hide a window? 

A) Click on another window larger than the one you would like to hide 

B) The [image: image12.png]


 button in the upper right corner

C) The [image: image13.png]


 button in the upper right hand corner

D) None of the Above

28. How to “resize” a window?  

A) Grab an edge of the window frame with the cursor, and drag the edge to make 
the window bigger or smaller.

B) The [image: image14.png]


 button in the upper right hand corner

C) The box with 2 smaller boxes inside it in the upper right hand corner

D) None of the Above

29. How to drag a window?  

A) Grab an edge of the window frame with the cursor, and drag the edge to 

make the window bigger or smaller.

B) Click and hold the top of the page.

      C)  Double click [image: image15.png]


 button in the upper right hand corner
      D)  All of the Above
30. How to highlight a window? 
A. Click on the frame of the window with the left button.

B. Click on the “highlight window” button

C. The [image: image16.png]


 button in the upper right corner

D. None of the Above

31. Can you have more than one window open at a time? 
A) Yes

B) No

C) Never

D) Up to 3 Maximum

32. Where is the “Title Bar” located?  

A) Above the status bar

B) In the lower right hand corner of the screen

C) At the top of the window in the left corner.

D) None of the Above

33. When is a window “active”?

A) When the frame of the window is highlighted.
B) When you are able to see the entire window on the screen.
.

C) When the window is the top layer of windows.

D) All of the above

34. How many windows can be active at a time?

A) None

B) One

C) Many

D) Infinity
The Start Button:  Do you know…

35. Where the Start button is located?

A) In the upper right hand corner

B) In the upper left hand corner

C) In the lower left hand corner  

D) In the lower right hand corner

Quick Launch Toolbar:  Do you know…

36. Where the Quick Launch Toolbar is located?

A) In the upper right hand corner

B) In the upper left hand corner

C) In the top of the window in the toolbar
D) On the bottom of the desktop in the taskbar
37. Do you know how to launch Internet Explorer?

A) Directly from the windows desktop

B)  Quick launch toolbar

C)  Through the start menu

D) All of the Above

Taskbar:  Do you know…

38. What is true about the taskbar?

A) Lets you know what programs are running

B) Lets you access running programs

C) The start button, the quick launch toolbar, task buttons, the current programs running, and the time are located on the taskbar
D) All of the Above

39. Volume:  Do you know how to adjust the volume?  


A)  Click on the speaker icon

B)  Double click on the speaker icon.

C)  Check the mute box 

D) All of the Above

Icons:  Do you know….

40. What is an icon?  
A) A symbol representing a program

B) A button on the menu bar

C) A button on the tool bar

D) A button on the title bar

41. How to “select” an icon or to “open” an icon?  
A) Double-click on it

B) Right-click and highlight “open”

C) Highlight it and press enter

D) All of the above

Menu Bar:  Do you know…

42. Where the menu bar is located?  
A. Top of the screen under the title bar

B. Bottom of the screen on top of the toolbar
C. Under the Start Menu  

D. On the desktop
Programs:  Do you know…
43- 46. Match the program with the numbered item that best describes it:

	
	Microsoft Word
	1.
	Program for databases

	
	Microsoft Excel
	2.
	Program for typing, reports, etc.

	
	Microsoft Access
	3.
	Program for spreadsheets

	
	Microsoft Internet Explorer
	4.
	Program for browsing the internet


Connecting to the Network?

47. What does ISP stand for? 
A) Internet Service Provider

B) Interconnection Software Programmer
C) Imaging Software Perfectibility 

D) Internet Software Program
Randoms: Do you know…

48. How to delete objects and empty the recycle bin?  
49. Create a shortcut to an application?
