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Participant Skills Assessment:




Introduction to Computers 

(Basic Computer Skills)
Objective:  To learn Basic Computer Skills
This is a self assessment survey, which will allow us to gauge your acquired computer skills before and after enrolling in a workshop at the Trinfo Café.  Please fill this out to the best of your ability, your survey will aide us in developing comprehensive computer workshops—thank you for your time and cooperation.
The Basics-

The Computer System:  Do you know what the _______________ is? 
 CPU                                                                                     Yes    No    I  Have  Questions  
Monitor/screen                                                                     Yes    No    I  Have  Questions                                          
Keyboard                                                                              Yes    No    I  Have  Questions                                          
Mouse                                                                                   Yes    No    I  Have  Questions                                          
Disk Drive                                                                            Yes    No    I  Have  Questions                                          
USB Ports                                                                            Yes    No    I  Have  Questions                                          
Printer Port     




                     Yes    No    I  Have  Questions

Seriel Port                                                                            Yes    No    I  Have  Questions 

RAM-What does it stand for?                                              Yes    No    I  Have  Questions                                          
Processor                                                                              Yes    No    I  Have  Questions                                          
Basic Functions:

Computer:  Do you know how to…
Turn the computer on and off                                             Yes    No    I  Have  Questions                                          

Restart computer properly                                                   Yes    No    I  Have  Questions                                          
Shut down computer properly                                             Yes    No    I  Have  Questions                                          
Use the keyboard(general keys) alphabet                            Yes    No    I  Have  Questions                                          
Use Special Keys? 



-Esc



-Shift


-Caps Lock                             -Enter


-Insert                                      -Arrow Keys


-Home                                     -Ctrl


-Page Up/Down                     
-Delete                           


-End                                        -Tab               Yes    No    I  Have  Questions                                          
Mouse:  Do you know…
How to navigate the mouse
                                               Yes    No    I  Have  Questions                                          
How to use the left & right button on the mouse                  Yes    No    I  Have  Questions                                          
How to Cut and Paste                                                            Yes    No    I  Have  Questions
How to Drag                                                                          Yes    No    I  Have  Questions
How to Scroll up and down a page                                       Yes    No    I  Have  Questions
Disc Drive:   Do you know…  

How to insert a disc                                                               Yes    No    I  Have  Questions

How to eject a disc                                                                Yes    No    I  Have  Questions
Windows:  Do you know…
What Windows is                                                                  Yes    No    I  Have  Questions
How to minimize a window                                                  Yes    No    I  Have  Questions                                   
How to maximize a window                                                 Yes    No    I  Have  Questions 
How to restore a window                                                      Yes    No    I  Have  Questions
How to hide a window                                                          Yes    No    I  Have  Questions
How to change the size of a window                                    Yes    No    I  Have  Questions
How to drag a window                                                          Yes    No    I  Have  Questions
How to use online Help                                                        Yes    No    I  Have  Questions
The Start Button:  Do you know…
What the Start Button is                                                        Yes    No    I  Have  Questions
How to navigate the start menu                                            Yes    No    I  Have  Questions
How to get to the menu options                                            Yes    No    I  Have  Questions 
Quick Launch Toolbar:  Do you know…
What the Quick Launch Toolbar is                                       Yes    No    I  Have  Questions
Do you know how to launch Internet Explorer                     Yes    No    I  Have  Questions
Taskbar:  Do you know…

What the taskbar is                                                                Yes    No    I  Have  Questions
What the taskbar does                                                           Yes    No    I  Have  Questions
How to adjust the volume                                                     Yes    No    I  Have  Questions 
Icons:  Do you know….

How to “select” an icon                                                        Yes    No    I  Have  Questions
How to choose a small or large icon for your desktop         Yes    No    I  Have  Questions
How to arrange the icons on your desktop                           Yes    No    I  Have  Questions
What can be found in the “My Computer” icon                   Yes    No    I  Have  Questions
What is the C drive for                                             Yes    No    I  Have  Questions 
The A drive                                                               Yes    No    I  Have  Questions
The D drive                                                               Yes    No    I  Have  Questions 
Programs:  Do you know…
What a program is                                                                 Yes    No    I  Have  Questions 
What some of the different types of programs do                 Yes    No    I  Have  Questions
What Microsoft Word does                                                   Yes    No    I  Have  Questions
What Microsoft Excel does                                                   Yes    No    I  Have  Questions
What Microsoft Access does                                                 Yes    No    I  Have  Questions
What does Microsoft Internet Explorer do                           Yes    No    I  Have  Questions
What the Status Bar tells you                                                Yes    No    I  Have  Questions 
What is a “Program Group”                                                  Yes    No    I  Have  Questions
What “launch a program” means                                          Yes    No    I  Have  Questions
What can be found under the “Accessories” sub menu        Yes    No    I  Have  Questions
How to use the calculator                                                      Yes    No    I  Have  Questions
How to use the Notepad                                                        Yes    No    I  Have  Questions
Creating a Folder in Windows Explorer:  Do you know…
How to create a new folder in Windows Explorer                Yes    No    I  Have  Questions
How to move a folder                                                           Yes    No    I  Have  Questions
How to delete a Folder                                                          Yes    No    I  Have  Questions
Saving a File:  Do you know…
How to save a file                                                                 Yes    No    I  Have  Questions
How to rename a file or folder                                              Yes    No    I  Have  Questions
To use the “Save As” option                                                 Yes    No    I  Have  Questions
How to use the “Find” window                                             Yes    No    I  Have  Questions
Copy files from the hard drive to a disc                                Yes    No    I  Have  Questions 

Save a file to a disc                                                               Yes    No    I  Have  Questions
Connecting to the Network: Do you know…
How to connect to the ISP                                                    Yes    No    I  Have  Questions

How to determine Connection Status                                   Yes    No    I  Have  Questions
Randoms:  Do you know…
What the desktop is                                                              Yes    No    I  Have  Questions
What the Run option is                                                         Yes    No    I  Have  Questions
How to delete objects and empty the recycle bin                 Yes    No    I  Have  Questions 
How to create a shortcut to an application                           Yes    No    I  Have  Questions 
How to avoid a computer virus                                            Yes    No    I  Have  Questions
How to properly take care of the equipment                        Yes    No    I  Have  Questions
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