Skills Audit for Computer Access


Name:								Date:


To be eligible to access our computers independently please complete this form.


Please return to:


Anne Blight, Program Co-ordinator


Longbeach PLACE Inc.


PO BOX 159 CHELSEA  VIC  3196


Phone: 9776 1386,  Fax: 9776 1174


Use this guide for your 1– 4 ratings:�1 =  no experience, need training	


2 = very basic skills, need training	�3 = OK but some gaps, might need training or self paced study�4 = competent





Use a computer �
My skill level now�
�
Start computer.  Use mouse to click, double click, select, drag, drop.  �
1	2	3	4	�
�
Use keyboard to add text and numbers.  �
1	2	3	4	�
�
Use arrow keys and special function keys: Alt, Control, Del, Esc, Shift, Tab. �
1	2	3	4	�
�
Operate a Personal Computer �
My skill level now�
�
Customise desktop, format disks, use help functions�
1	2	3	4	�
�
Use desktop icons to open and close features, resize windows, create shortcuts.�
1	2	3	4	�
�
Create folders and sub-directories, rename, move folders�
1	2	3	4	�
�
Open, rename files.  Copy, cut and paste files across directories/folders. Locate files, copy to disk, delete, restore files.�
1	2	3	4	�
�
Print information, view progress of print job, change default printer�
1	2	3	4	�
�
Close all open applications. Shut down computer correctly�
1	2	3	4	�
�
�
�
�
Send and retrieve information over the internet using browsers and email�
My skill level now�
�
Open browser, adjust display, modify toolbar, access a particular site and retrieve data.  Open a URL, obtain data, browse links.�
1	2	3	4	�
�
Use search engines with key words, save search results, create bookmarks, print web page and information, shut down and exit browser.�
1	2	3	4	�
�
Open inbox, create new message, add/copy/delete text, add auto signature, attach files, spell check, send message.  Reply to and forward messages.  Open and save attachments to folders.  Search/ sort/ delete/file messages.�
1	2	3	4	�
�
Create address book, add, delete, update addresses.  Create address list, send mail to list.  Create folders for categories of addresses.�
1	2	3	4	�
�
�
�
�
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