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Computer Skills Assessment
Name: ـــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ Position: ــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــــ
This Checklist is to measure your knowledge in these skills    
	Computer Skills _Concepts of Information Technology (IT)

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Need Assistance

	Identify parts of a PC 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Starts a PC 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Identify and Understand Input Devices
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understand the use of E-mail and the Internet 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Identify USB Flash drive 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Map Network Drive
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Identify Problems with Keyboard, Mouse and Monitor
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	ICDL Skills / Module 3_Word Processing

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Insert Picture
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert an Image from File
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert Charts
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Move and Resize a Picture, Image or Chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cut and Paste Objects
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Computer Skills _Using the Computer and Managing Files 

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Start, Restart and Close Down the Computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understand Start Menu and Taskbar
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Recognize, Create and Arrange Desktop Icons
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Open, Resize and Close Windows
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understand Drives, Files and Folders
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Format and Backup to a Removable Disk 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Copy, Move, Rename and Delete Files/Folders
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create Folders
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Search for File/Folders
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select a Printer 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	View a Print Job 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Start and Close an Application 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Save and Print Information 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create and Use Desktop Icons
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Date and Time
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Control Sound and Multimedia 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Computer Skills _Word Processing 

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Need Assistance

	Start Word
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Ribbon and Quick Access Toolbar
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Enter Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Open, Save and Close Documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Save a Document in Web  Page Format
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Save Documents in Other Formats
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select Words and Sentences
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select Lines and Paragraphs
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert Special Characters and Symbols
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Undo and Redo
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Show and Hide Non Printing Characters
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Preview a Document
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print a Document
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print Parts of a Documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print Specific Pages
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Underline, Embolden and Italicise Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Fonts and Text Size 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Text Effects, Subscript and Superscript 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use the Format Painter
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cut, Copy and Paste 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check Spelling
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Hyphenate Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Search for Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Replace Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Computer Skills _Word Processing 

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Align Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Indent Paragraphs
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Advanced Indentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Bullets and Numbers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Line and Paragraph Spacing 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply and Change Tab  Settings
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Tab Alignment 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Borders and Shading 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cut, Copy and Paste between Documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Headers and Footers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Page Numbering
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert Tables
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Enter Text into Tables
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select Cells
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Column Width 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert and Delete Cells
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert Rows and Columns
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Borders and Shading 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select Paper Size 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Page Orientation 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Margins
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert Page Breaks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create a Main Document
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create a Data Source
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Edit the Main Document
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Perform Mail Merge
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Computer Skills _Spreadsheet 

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Understand Spreadsheet Principles
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Open a Workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Open Multiple Workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Start a New Workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Enter Text and Numbers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Save a New and Named Workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Save Workbooks in Different Formats
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Enter Basic Formulas
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use AutoSum
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check Formulas
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check Spelling 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Multiple Worksheets, Workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Switch Between Open Workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Rename Worksheets
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Copy and Move Between Worksheets, Workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert and Delete Worksheets
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Edit Data in the Formula Bar and Cells
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Delete Cell Contents
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select Ranges of Data
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use the Fill Handle 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Erase and Sort Data
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Find and Replace Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Computer Skills _Spreadsheet 

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Print a Worksheet and Workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Print Preview
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change the Page Setup
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Add Headers and Footers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Display and Print Formulas
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print Specified Areas of a Worksheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Format Numbers, Dates Percentages
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Cell Alignment and Rotate Text
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Add Borders and Color
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Row Height and Column Width
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert and Delete Rows and Columns
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use the Format Painter 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Paste Function
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use the Functions Sum, Count & Average
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use the Functions Max, Min and IF
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Relative, Absolute and Mixed Addressing 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create a Chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create an Embedded Chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select Chart Type
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Copy Charts
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Format a Chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print Charts
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Computer Skills _Presentation

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Start PowerPoint and Use an Installed Template
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Preferences
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understand and Use Different Views
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understand Slide Show Basics
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Save, Close and Open Presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Presentation/Design Templates
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create a Blank Presentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Add New Slides/Insert Slides/Delete Slides
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Slide Layout and Background
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Formatting, Text Effects and Bullets
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Alignment and Spacing 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Animation Schemes and Custom Animation
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Headers & Footers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Work with Slide Master
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check Spelling
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert and Modify an Organization Chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Move, Resize and Copy Objects
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert and Animate Images
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Insert a Chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Drawing Tools and Shapes on Slides
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Select, Rotate and Flip Objects
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Arrange and Distribute Objects
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Change Objects Color
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Computer Skills _Presentation

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Import Images
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Set up a Slide Show
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Apply Slide Transitions and Timings
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Run the Presentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print the Presentation 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print Slides, Presentations and Handouts
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Computer Skills _Information and Communication

	General Skills
	Evaluate your skill level.

	
	Highly Skilled
	Needs Assistance

	Use Internet Explorer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Display and Remove Images
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use e-mail
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Create a Message
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cut, Copy and Paste Messages
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Add an AutoSignaure to a Message
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Send, Open and Read Messages
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Attach Files
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reply to and Forward Messages
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use Contacts
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reply to a Contacts List
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Print Messages
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Delete Messages
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Organize Messages in Folders
	 FORMCHECKBOX 

	 FORMCHECKBOX 



