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Appendix B
What technology should I know?:
Computer literacy self-assessment checklist

(Last update:  September 2004)
The following is a list of basic technology skills for all Dakota Wesleyan University employees and students.  Over time, this web site will be adding illustrated step-by-step guides and animations to help persons learn how to perform these tasks.
Basic Computer Operations and File Management


Computer start-up/shutdown



(  Start up a computer



(  Shut down a computer


Login/logoff



(  Log into the campus network



(  Change a campus network password



(  Reopen a computer after a network timeout



(  Log off the campus network without shutting down computer


Desktop



(  Understand the concept of desktop



(  Understand the concept of a window



(  Understand the concept of icons



(  Understand the concept of folders



(  Understand the concept of applications



(  Understand the concept of drives



(  Understand the concept of menu bar



(  Understand the concept of toolbar



(  Understand the concept of task bar



(  Know how to get help with basic computer operations/operating system


Mouse



(  Understand the concept of screen navigation



(  Understand the concept of cursor



(  Understand the concepts of “click on” and “point and click”



(  Understand the concept of “double-click”



(  Understand the concept of “drag and drop”



(  Use the  left mouse button to achieve desired results



(  Use the right mouse button to achieve desired results


Folder/file naming



(  Understand the meaning of file extensions



(  Name/rename a folder or icon


Folder management – an electronic filing system



(  Rearrange folders on desktop



(  Create a new folder on desktop



(  Create a new folder within a folder



(  Move files/folders into folders



(  Use My Documents to organize files


Default folders/applications on DWU computers



(  Open a software application



(  Close a software application



(  Close a software application that is not responding or that seems frozen


Windows



(  Open and navigate among multiple windows



(  Minimize and maximize window sizes on the screen


Start menu



(  Understand the function of the Start menu



(  Use All Programs to open desired software applications/programs



(  Use My Documents to access file



(  Use Recent Documents to recall recently used files



(  Use Search to locate files or documents on the computer



Use Control Panel




Display





(  Understand concept of screen resolution





(  Change the screen resolution




Sounds





(  Adjust volume controls





(  Place volume control icon on a task bar




Backup





(  Back up files and other data



Use My Computer




(  Understand the function of My Computer




(  Use My Computer to access desired drive


CD/DVD Drive



(  Insert disk into drive



(  View files/materials on CD/DVD


External file storage and retrieval



(  Understand the functions of the G-drive, H-drive, and S-drive



(  Use the H-Drive to store or retrieve files



(  Use the S-drive to store or retrieve files



(  Use the G-drive to store or retrieve files



(  Save files to and retrieve files from a CD



(  Save files to and retrieve files from a memory stick


Basic laptop operations



Battery




(  Monitor battery status




(  Recharge the battery


Connect to the network from off-campus (one of the following, as appropriate)



(  Dial-up to the campus modem pool



(  Dial-up through an Internet Service Provider (ISP)



(  Access the Internet through a cable modem



(  Access the Internet through a wireless service provider

Electronic Mail Using Outlook


(  Manage the Outlook desktop



(  Hide and reveal the Outlook Bar



(  Hide and reveal the Folder List




(  Expand and contract folders with subfolders (+)(-)



(  Hide and reveal the Standard Toolbar


(  Manage the Inbox



(  Read new mail in preview form and in fully opened form




(  Read an enclosure to an e-mail message



(  Sort mail by sender



(  Sort mail by subject



(  Sort mail by date and time received



(  Sort mail by file size to identify large files



(  File read and sent mail desired for retention




(  Understand the difference between the Inbox and Personal Folders






as choices for mail filing




(  Create a new folder in the Inbox and file a message in it




(  Create a new Personal Folder and file a message in it




(  Delete a Personal Folder


(  Manage Outlook file storage



(  Understand time limits on stored messages before automatic deletion



(  Delete unwanted messages




(  Empty the Deleted Items folder




(  Delete unwanted messages from the Sent Items folder


(  Set standard mail settings



(  Save copies of outgoing messages in Sent Mail



(  Save unsent messages in draft form



(  Create a signature block to be incorporated into outgoing messages


(  Originate and send a new e-mail message



(  Address a message (the To:, Cc:, and Bcc: lines)



(  Enter and edit message text



(  Attach a file to a message



(  Spell-check a message before it is sent



(  Add a signature




(  Create a signature



(  Send a message


(  Reply to or forward a message


(  Create an automatic reply to alert senders of your absence

Web Access and Using Internet Explorer


(  Understand the fundamentals



(  Understand the fundamentals of how the Internet works



(  Understand the meaning of a Uniform Resource Locator (URL – web 




address)



(  Understand the concept of browser



(  Understand the concept of home page



(  Understand the concept of link


(  Use Internet Explorer to access web sites



(  Customize the appearance of IE




(  Hide and reveal the Standard Buttons toolbar




(  Hide and reveal the Address toolbar




(  Hide and reveal the Links toolbar





(  Change the browser home page




(  Change the default font




(  Change the text size



(  Display a desired web site




(  Enter the URL manually




(  Use the Favorites menu to locate a frequently visited site





(  Add the current web page to the Favorites list





(  Rename a web site in the Favorites list





(  Organize the Favorites list





(  Delete a site from the Favorites list




(  Use the Links toolbar to locate a frequently visited site





(  Add a site in the Favorites list to the Links toolbar




(  Use the History to locate a recently-visited site





(  Set the number of days included in the History





(  Delete a single site from the History list





(  Clear the History completely



(  Use browser navigation tools




(  Stop a web page from loading




(  Refresh the current web page




(  Go directly to the browser home page from any other page




(  Move back through web pages visited during the current session




(  Move forward through web pages visited during the current session




(  Find a word on a web page



(  Print a web page



(  Save a web page



(  Locate desired information on the World Wide Web




(  Understand the differences among a directory, a search engine, and 




a meta-search engine, and select the appropriate tool




(  Use Google to locate desired information





(  Use Google’s Advanced Search capability to narrow search







parameters




(  Use Google to locate images on the Web




(  Use AltaVista to locate video files on the Web

Word Processing


(  Set defaults



(  Set default page layout



(  Set default font



(  Set default Auto-Correct options



(  Set default Edit options



(  Set default Save options



(  Set default Spelling and Grammar options



(  Set size of Recently Used File list


(  Select toolbars to view or hide


(  Open an existing document for the purpose of adding or editing


(  Create/edit a new document



(  Type in new text



(  Cut and paste content within a document or from one to another



(  Save the document as a new file




(  Select destination folder





(  Create a new folder




(  Enter file name




(  Select file extension (Save as type...)



(  Save changes to an already saved file



(  Change the font and its characteristics (size, color, style, effect)



(  Change the line spacing (single-space, double-space)



(  Create a bulleted or numbered list




(  Change the bullet or number style



(  Insert borders and/or shading



(  Insert columns



(  Add page numbers and other header/footer information



(  Insert a symbol or special character into a document



(  Insert a footnote or endnote into a document



(  Insert clip art into a document



(  Insert a picture from a file into a document




(  Resize the picture or clip art within a document




(  Move the picture or clip art within a document



(  Create a hyperlink to a web site within a document



(  Insert and edit a table




(  Select the number of columns and rows




(  Change the column width





(  Set selected columns to equal widths




(  Enter text into cells





(  Edit text in cells





(  Change text alignment within cells




(  Merge cells




(  Add shading to selected cells




(  Add or remove cell/table borders



(  Check spelling and/or grammar within a document



(  Use the onboard thesaurus in to replace a word



(  Obtain a word count for the document




(  Obtain running totals for the word count



(  View a document’s properties

Printing


(  Understand printing quotas


(  Preview the appearance of the document to be printed


(  Select the destination printer


(  Select the page range to be printed


(  Print a selected portion of the document


(  Select the number of copies


(  Select printer properties (if available)


(  Select page orientation (portrait or landscape)


(  Cancel a print command

Classroom Technology 

(  Operate the technology equipment in any smart classroom



(  Obtain the appropriate key(s)



(  Unlock podium doors



(  Ensure power to the system is turned on



(  Turn on the multimedia projector




(  Select desired input to projector (e.g., computer, video)



(  Turn on the computer




(  Set the computer output so that both the computer screen and the





projected image on the room screen are visible




(  Log into the campus network



(  Turn on the amplifier/receiver




(  Select the appropriate input (e.g., computer, VCR)



(  Turn on the VCR



(  Connect a laptop computer to the system



(  Use the computer to display projected images to the class



(  Use the computer to display a DVD to the class



(  Use the VCR to display a videotape to the class



(  Adjust audio levels as necessary



(  Follow the proper shut-down sequence when finished




(  Eject all media (floppy disks, CD-ROMs, DVDs, videotapes) from the






equipment




(  Turn off the amplifier/receiver




(  Turn off the computer




(  Disconnect the laptop




(  Turn off the multimedia projector




(  Lock all podium doors

Library Technology


(  Use the faculty copy machine



(  Use the proper department code



(  Select the paper source



(  Select single vs. double sided copies


(  Use the microfilm/fiche machines



(  Load microfilm



(  Load microfiche



(  Adjust the image



(  Print desired pages


(  Use electronic databases



(  Understand the fundamentals




(  How is a database different from the web




(  Understand where to locate library databases




(  Understand how to access database





(  On campus





(  Off campus



(  Use a web browser to access databases




(  Understand various types of searching





(  Subject





(  Keyword





(  Advanced: author, title, Boolean, etc.





(  Relevance





(  Publication




(  Understand article display terms





(  Full Text





(  Abstract





(  Citation




(  Understand database terminology





(  History





(  Marked Records/List





(  Previous Searches




(  Using database tools





(  Repeat a search





(  Limit a search using:






(  Additional terms






(  Date






(  Publication type






(  Full text availability, etc.





(  Expand a search using:






(  Additional terms






(  Links within results





(  Combine Searches





(  Help function





(  Go directly to the database home page from any other page





(  Navigate through a search hierarchy





(  Clear search results





(  Clear marked records





(  Print a bibliography in APA/MLA format





(  Print an article in PDF and Full Text formats







(  Email an article in plain text 


Library Catalog (Functionality will change when the new ILS goes live the fall)



(  Understand fundamentals






(  Content scope: how the library catalog differs from the web




(  Location of the library catalog




(  Accessing the library catalog





(  On campus





(  Off campus




(  How to select a library location/holding library




(  Basic Searching









(  Keyword





(  Subject





(  Author





(  Title




(  Limiting





(  Additional terms





(  Format





(  Year





(  Language





(  Location: holding library




(  Display a list of records




(  Display an individual item record




(  Identify parts of record





(  Author





(  Title





(  Call number/location





(  Availability





(  Bibliographic Data




(  Identify and understand function of links within records




(  View previous searches




(  Mark records for printing/emailing




(  Viewing patron record




(  Using electronic records – netLibrary, PURL docs., etc.


netLibrary



(  Understand what it is



(  Create an account from on campus



(  Access account on or off campus

Telephone


Voice mail



(  Record name



(  Record/change auto-reply (personal greeting)



(  Set/change security code



(  Check for messages



(  Review old messages



(  Delete messages



(  Leave a message for someone else without calling the number


Long distance



(  Use the proper access code to make a long distance call

