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Computer Skills Checklist-Computer Literacy
NAME:  __________________________________________________

	
	Pre-Class
	Mid Term 
	Post-Class 

	
	Yes
	No
	Yes
	No
	Yes
	No

	Windows Operating System
	
	
	
	
	
	

	1. Use Start menu
	
	
	
	
	
	

	2. Close a window
	
	
	
	
	
	

	3. Minimize/maximize windows
	
	
	
	
	
	

	4. Open multiple windows
	
	
	
	
	
	

	5. Use volume control
	
	
	
	
	
	

	6. Find personal folder
	
	
	
	
	
	

	7. Make folders
	
	
	
	
	
	

	
	
	
	
	
	
	

	Internet
	
	
	
	
	
	

	1. Open the Internet Explorer browser
	
	
	
	
	
	

	2. Use the address bar
	
	
	
	
	
	

	3. Use the search bar
	
	
	
	
	
	

	4. Search for images
	
	
	
	
	
	

	5. Use the home tool
	
	
	
	
	
	

	6. Refresh the home page
	
	
	
	
	
	

	7. Use the back button
	
	
	
	
	
	

	8. Make favorites 
	
	
	
	
	
	

	9. Open the Firefox browser
	
	
	
	
	
	

	10. Use tabs
	
	
	
	
	
	

	11. Watch status bar
	
	
	
	
	
	

	
	
	
	
	
	
	

	Email
	
	
	
	
	
	

	1. Open and read new mail
	
	
	
	
	
	

	2. Reply to mail received
	
	
	
	
	
	

	3. Write a new email message
	
	
	
	
	
	

	4. Send email attachments
	
	
	
	
	
	

	5. Delete unwanted mail
	
	
	
	
	
	

	6. Use email contacts
	
	
	
	
	
	

	7. Send a hyperlink in an email message
	
	
	
	
	
	


	
	Pre-Class
	Mid Term 
	Post-Class 

	
	Yes
	No
	Yes
	No
	Yes
	No

	Microsoft Word
	
	
	
	
	
	

	1. Open a new document
	
	
	
	
	
	

	2. Change the font (letter style)
	
	
	
	
	
	

	3. Use bold, italics, & underline tools
	
	
	
	
	
	

	4. Change text color
	
	
	
	
	
	

	5. Change line spacing
	
	
	
	
	
	

	6. Change text alignment
	
	
	
	
	
	

	7. Insert Clip Art
	
	
	
	
	
	

	8. Insert a picture from Google
	
	
	
	
	
	

	9. Insert date
	
	
	
	
	
	

	10. Change tabs and margins
	
	
	
	
	
	

	11. Copy and Paste text and pictures
	
	
	
	
	
	

	12. Cut and Paste text and pictures
	
	
	
	
	
	

	13. Undo mistakes
	
	
	
	
	
	

	14. Use spelling and grammar tool
	
	
	
	
	
	

	15. Add page borders
	
	
	
	
	
	

	16. Make a table
	
	
	
	
	
	

	17. Save documents
	
	
	
	
	
	

	18. Use print preview
	
	
	
	
	
	

	19. Print documents
	
	
	
	
	
	

	20. Resize and rotate pictures
	
	
	
	
	
	

	
	
	
	
	
	
	

	Microsoft PowerPoint
	
	
	
	
	
	

	1. Open a new PPT slideshow
	
	
	
	
	
	

	2. Choose a slide design
	
	
	
	
	
	

	3. Choose a slide layout
	
	
	
	
	
	

	4. Insert Clip Art
	
	
	
	
	
	

	5. Insert a picture from Google
	
	
	
	
	
	

	6. Move and resize pictures
	
	
	
	
	
	

	7. Type a title into a slide
	
	
	
	
	
	

	8. Change slide order
	
	
	
	
	
	

	9. Add transitions between slides
	
	
	
	
	
	

	10. Add animation to slides
	
	
	
	
	
	

	11. Play a slideshow
	
	
	
	
	
	

	12. Stop a slideshow
	
	
	
	
	
	


	
	Pre-Class
	Mid Term 
	Post-Class 

	
	Yes
	No
	Yes
	No
	Yes
	No

	Microsoft Excel
	
	
	
	
	
	

	1. Open a new Excel Workbook
	
	
	
	
	
	

	2. Type text into a cell
	
	
	
	
	
	

	3. Use the cell address to locate cells
	
	
	
	
	
	

	4. Resize columns
	
	
	
	
	
	

	5. Insert new rows and columns
	
	
	
	
	
	

	6. Add new worksheets to a workbook
	
	
	
	
	
	

	7. Use the Autosum tool
	
	
	
	
	
	

	8. Use basic formulas for +, -, /, *
	
	
	
	
	
	

	9. Use Number Format tool
	
	
	
	
	
	

	10. Use the Merge and Center tool
	
	
	
	
	
	

	11. Add charts to your worksheet
	
	
	
	
	
	

	12. Format cells
	
	
	
	
	
	

	13. Sort information ascending / descending
	
	
	
	
	
	

	
	
	
	
	
	
	

	Digital Language
	
	
	
	
	
	

	1. Know what a server is.
	
	
	
	
	
	

	2. Know what a workstation is
	
	
	
	
	
	

	3. Know what LAN / WAN is
	
	
	
	
	
	

	4. Know what KB, MB, and GB mean
	
	
	
	
	
	

	5. Know what a hard drive is
	
	
	
	
	
	

	6. Know what RAM is
	
	
	
	
	
	

	7. Know what a flash drive is
	
	
	
	
	
	

	8. Know what a USB port is
	
	
	
	
	
	

	9. Know what a processor is
	
	
	
	
	
	

	10. Know what a pixel is
	
	
	
	
	
	

	
	
	
	
	
	
	

	Keyboard Skills
	
	
	
	
	
	

	1. Know and use home row keys
	
	
	
	
	
	

	2. Use shift keys to capitalize letters
	
	
	
	
	
	

	3. Use tab key to indent 
	
	
	
	
	
	

	4. Use enter key to enter information
	
	
	
	
	
	

	5. Use Ctrl key for shortcuts
	
	
	
	
	
	

	
	
	
	
	
	
	

	Typing Speed
	WPM
	WPM
	WPM
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