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Basic IT Skills Assessment

Introduction

Please take a few minutes to fill out this basic Information Technology skills assessment. This is not a graded test. You are not being marked on your performance. These assessments help our department gain a better knowledge of your experience and technical proficiency so that we can provide you with better service and training. Use simple point form for written answers. If you do not know the answer to a question below, simply leave the answer field blank. Have fun!

Part 1: General Knowledge

These questions will give us a general sense of your comfort level with technology and learning new uses for your PC.

1. When it comes to using a PC, which of the following do you consider yourself:

	· A complete novice (No experience).
	· Some experience. (Example: Use computer for basic tasks like Word Processing, Web surfing)
	· Somewhat proficient. (Example: Fair amount of experience in a number of programs.)
	· A power user.  (Example, use computer for wide range of tasks and have several years experience.)


	2. I use a computer at home:
	· Yes
	· No 


3. I have used computers regularly (either at home, at work, or at school) for  _______ years.

4. In the past, I have primarily used a computer for: (List three uses in priority order)

1. _________________________________________________________________

2. _________________________________________________________________

3. _________________________________________________________________

5. When I encounter a problem or challenge in using a computer, my usual first course of action is to:

	· Get help (from a tech support person or knowledgeable colleague).
	· Consult user documentation (such as a hard copy manual or online help if it exists).
	· “Play” with the software, trying different things until I can get it to work.


6. When I encounter a problem or challenge in using a computer, my usual last resort course of action is to:

	· Get help (from a tech support person or knowledgeable colleague).
	· Consult user documentation (such as a hard copy manual or online help if it exists).
	· “Play” with the computer, trying different actions until I can get it to work.


7. What is the difference between Microsoft Windows 2000 and Microsoft Office 2000?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

8. What is the correct procedure for shutting down a PC running Microsoft Windows?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

Part 2: Software

You might be able to teach us a thing or two about formatting a Word document, but have little experience in using Adobe Photoshop. This section will help us gauge your strengths.

1. For the following software, use the rating system from Part 1:1 to rate your ability on the following software products. These are the titles commonly used within our organization:

	Microsoft Windows 2000
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Microsoft Windows 98/Me
	· Complete Novice 
	· Some Experience
	· Somewhat Proficient
	· Power User

	Microsoft Word
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Microsoft Outlook
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Microsoft Excel
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Microsoft PowerPoint
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Microsoft Access
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Macromedia Dreamweaver
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Macromedia Flash
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Adobe PhotoShop
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Adobe InDesign
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User

	Adobe Acrobat
	· Complete Novice
	· Some Experience
	· Somewhat Proficient
	· Power User


2.  What is a Windows shortcut? How do you create one?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

3.  How do you create an Adobe Acrobat document from a Microsoft Word File?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

4. Describe how you would create a pie chart for comparing quarterly earnings using Microsoft Excel?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

5. How do you create a new appointment in Outlook?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

6. Describe how you would use Outlook to send a PowerPoint presentation to a colleague.

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

7. Describe how you would save a copy of a document to a network folder from within Microsoft Word.

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

8. What is a layer in Adobe PhotoShop? How is it used?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

Part 3: Hardware 

The average desktop computer user is not expected to troubleshoot hardware problems. However, a basic understanding of the components of a computer will help us help you identify issues.

1.  Name three input devices normally used with a desktop computer.

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________

2.  Name three kinds of storage media commonly used in desktop computing. 

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________

3. What is a video card? What does it do?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

4.  What does NIC stand for? What does a NIC do?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

5. What is a Pixel?

______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

6. Which is the higher resolution on your computer monitor?

· 1024X768

· 649X480

Why? (Explain your choice):_______________________________________________________

________________________________________________________________________________

Part 4: Networking

1. What does LAN stand for? What do we use our LAN for?
______________________________________________________________________________________

______________________________________________________________________________________

_____________________________________________________________________________________

2.  What is an acceptable use policy?

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

3. What is an FTP client program used for?

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

4. What is the difference between our company intranet and the Internet?

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

Thank You!
This questionnaire will help us in tailoring training and services to your needs.

Happy Computing!

_____________________________________________________

Info-Tech Advisor Solutions Bank documents are provided for the free and unrestricted use of subscribers to Info-Tech Research Group services. You can use this document either in whole, in part, or as a basis and guide for your own documents. To customize this document with your own corporate marks and titles, simply replace the Info-Tech Information in the Header and Footer fields of this document.

Page 1
Info-Tech Research Group

2002

[image: image1.png]