computer skills Assessment For THE NOVICE

Name: _____________________________________________________________________________
Phone #: _________________________  Best time to reach me: ______________________________
I know how to do the following (check the appropriate box):
	Yes
	No
	Not Sure
	

	Computer Concepts

	
	
	
	I have a home computer.
My home computer is (check one):      □ Windows 98,    □ Windows ME,
 □ Windows XP,     □ Windows Vista,     □ Windows 7,     □ Don’t know

	
	
	
	I can identify the basic parts of the computer (e.g. keyboard, mouse, monitor).

	
	
	
	I understand the terms ‘CPU’, ‘RAM’, ‘Hard drive’, ‘CD ROM’, ‘USB’.

	Computer Operation

	
	
	
	I can start up and shut down the computer properly.

	
	
	
	I know how to logon and logoff from the computer.

	
	
	
	I can successfully start and exit programs.

	
	
	
	I can use a mouse to navigate toolbars, menus, windows and dialogue boxes.

	
	
	
	I know how to use Help screens in software programs to answer my questions.




From taking an adult education class on computers, I would like to like to learn how to:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
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