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This checklist is intended to provide a framework for determining a computer literacy level and as a scaffold for lessons in computer training. It is based on ten years experience working with adaptive technology and teaching adults in a continuing education environment. This checklist is not specific to those of us using adaptive technology and is meant as a general benchmark of computer literacy.

Please feel free to use this document as a basis for assessment and lesson plans for training. All of the items can be found within the other documents on the Karlen Communications web site which combine the use of adaptive technology with a computer. Please retain the copyright information on the document. [http://www.iprimus.ca/~martha/tutorials.htm]

All of these concepts and skills can be mastered with or without adaptive technology and can be done using Windows keystrokes or the mouse. The document is divided into two sections, one for Windows concepts and one for tasks you should be able to do to demonstrate a basic level of computer literacy.

Windows Concepts

You should be able to distinguish between the Desktop, Start menu, Taskbar, and System Tray. If you are asked  to move between open applications, you should be able to do this and to know where you are at any time.

This will assist you in knowing where your focus is and understanding what focus is. Can you use the Windows Key + letter M to minimize all open applications and documents and return focus to the Desktop? Can you either click on the open document/application or use Alt + Tab to cycle through them, stopping on the one you want to work on? Can you minimize just the document or application you are working on?

Most people use applications in a “restored” state [not “maximized”], which is why when you pass by computers, you often see postage size applications scattered around the Desktop. Part of the power of using a computer is to have a whole document or application Window open on the screen, just as you would have a sheet of paper on your desk to work on. If you are easily confused with an overwhelming presentation of visual effects, have a learning disability or are blind or visually disabled, having each document or application maximized is the best approach to computer use.  Having an understanding of what this means and how to do it is essential.

You need to have an understanding of message boxes and dialog boxes. What is the difference? 

	How do you interact with a dialog box? 

What is the difference between CheckBoxes and RadioButtons? 
What is the difference between a ListBox and a ComboBox? 
How do you make choices? 
What does the underlined letter in Menu Items and dialog boxes mean and how to use them? 

How can you effectively navigate through lists of information? For example, there are still many people who don’t use the first letter of what they are looking for in list views to move immediately to the first item in a list starting with that letter. Instead, they patiently use the down arrow until they find it. Although a noble task, this consumes time and energy and is often a repetitive motion that could result in a computer based Repetitive Stress Injury or RSI.

You should know what the Windows Clipboard is, and if you are using Microsoft Office products, the difference between the Windows Clipboard and the Office Clipboard including how the Task pane works.

Emptying the Recycle Bin is an important maintenance task. You should understand what the Recycle Bin is and how to empty individual items as well as emptying the entire contents of the Recycle Bin. The ability to restore deleted files is also a good skill to have!

In learning the basics of computer literacy, you should also be learning the basics of efficient and effective use of your computer. 


Task
Description
Windows Concepts

Identify and navigate to the Desktop

Identify and navigate to the Taskbar

Identify and navigate to the Start Button

Identify and navigate to the Start Menu

Identify and navigate to the System Tray

Create a hotkey for a Desktop icon

Put an icon on the Desktop

Rename an existing icon

Use Help to find information
Menu Bars and Dialog Boxes

Identify and navigate through Menu bar items

Identify and navigate through Default buttons in dialog boxes

Identify and navigate through Combo boxes

Identify and navigate through List Boxes

Identify and navigate through CheckBoxes

Identify and navigate through RadioButtons

Identify and navigate through Tabbed Panes
File Management

Create a folder on the hard drive in My Documents

Create a folder on a floppy disk

Rename the folder

Launch a word processor from the Desktop.

Launch a word processor from the Start menu

Launch a word processor from the Hotkeys combination

Windows Explorer/My Computer – what it is and how to use it 

Find a drive in either Windows Explorer or My Computer.

Find a file or folder in either Windows Explorer or My Computer.

Search for Filename or text within a file in either Windows Explorer or My Computer..

Create a short document in the word processor [using standard document format – the document should be usable and not one continuous string of text]Save it to the folder you created on the hard drive

Save a document to the folder you created on the floppy drive

Rename the file on the floppy disk
Document Navigation

Navigate the document [you might need to have a longer document ready to use for this]:

Navigate the document by character

Navigate the document by word

Navigate the document by paragraph

Quickly go to top of document [Ctrl + Home]

Quickly go to bottom of document [Ctrl + End]

Quickly go to page number [Ctrl + G]

Find text using the Find function. [Ctrl + F]
Editing Text:

Select character.

Select word.

Select line.

Select paragraph.

Select document [Ctrl + A]

Remove selection from character, word, line, paragraph or document.

Demonstrate ability to cut, copy and paste information into a new document [also ability to create a new document]

Understand concept of Windows Clipboard.

Understand the concept of the Office Clipboard.

Understand the concept of the Task Pane in Office applications.

Print a Document.

Print Current page.

Print selected piece of the document..

Use the spell check for the word processor [have a document with several mis-spelled words in it for this task].

Use the Find and Replace function of the word processor - understand implications of "Replace All."
Deleting Information

Delete a character.

Delete a word.

Delete a line.

Delete a paragraph.

Delete a file from folder on floppy disk and My documents.

Delete a folder from floppy drive and My Documents.

Delete individual items from Recycle Bin.

Delete all items from Recycle Bin.

Once you’ve mastered these skills, you can add to them easily. These skills will give you a solid foundation for moving forward.
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