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MTCP Language Teacher Training Course

CFLS NCR TC             ▪             2010B Serial

Computer Skills Questionnaire 

  Date: 11/08/10

Name: ______________________________________
Country: ____________________

For the following items, please indicate your skill level according to the following scale:


 

     1 = No ability        2 = Some ability        3 = Fairly good        4 = Excellent

General Computer Skills      




1
2
3
4

Turning on computer and operating the mouse and keyboard
□
□
□
□
Starting and exiting programs, opening and closing windows
□
□
□
□
Moving or copying data from one location to another 

□
□
□
□
Using a USB portable device to transport data
 

□
□
□
□ Checking properties to see the size, dates of documents 

□
□
□
□
Searching for documents / folders on different drives 

□
□
□
□
Incorporating other equipment, such as scanners  


□
□
□
□
Locating the Control Panel and changing settings  


□
□
□
□

Connecting devices such as a camera, MP3, speakers, etc.
□
□
□
□

Burning CDs, CD-Rs, DVDs, etc.

 


□
□
□
□
MS Word ®      
Starting Word from ‘Start’





□
□
□
□
Retrieving / opening documents from various folders or drives
□
□
□
□ 

Typing at a reasonable speed 




□
□
□
□
Changing the size, style, colour and type of fonts


□
□
□
□
Using the copy / cut / paste commands

 

□
□
□
□
Using the spelling check feature
 



□
□
□
□
Using the thesaurus feature

 



□
□
□
□
Using headers and footers, including page numbering

□
□
□
□
Inserting text blocks 






□
□
□
□
Using ‘hot keys’ such as Ctrl C, Ctrl X, etc.
 


□
□
□
□
Using ‘save’, ‘save as’ and ‘rename’ commands


□
□
□
□
Changing the page set up, such as orientation and paper size
□
□
□
□
Resetting the tabs

 




□
□
□
□

MS PowerPoint ®      
Creating and saving a PowerPoint presentation


□
□
□
□

Importing images or texts





□
□
□
□

Adding music or links to a presentation



□
□
□
□


Internet 
Opening an Internet browser, such as Internet Explorer ®

□
□
□
□
Finding search engines, such as Yahoo ® or Google ®

□
□
□
□
Doing general searches





□
□
□
□
Doing advanced searches, using exact words or quote marks
□
□
□
□
Doing specific type searches, such as for images only

□
□
□
□
Sharing & citing websites, using copy & paste of web addresses
□
□
□
□
Changing Internet settings on the Control Panel


□
□
□
□
Downloading content (music, images, etc.) from the Internet
□
□
□
□

Uploading content to the Internet




□
□
□
□
Registering for an email account, such as Gmail ® or Hotmail ®
□
□
□
□
Attaching documents and other data to emails


□
□
□
□
Using web-based language learning sites
 


□
□
□
□
Other Comments

Please write a brief summary of any other computer / IT skills that you possess:

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 


Thank You!
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