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Computer Skills Assessment Tool
 Please check all boxes that apply to your computer skills experience and indicate if you can/are able to:
	Computer Skills
	Yes
	Somewhat
	No
	Want to Learn

	Operations
	
	
	
	

	Turn on computer
	
	
	
	

	Access computer functions using the start button
	
	
	
	

	Restart/Reboot the computer
	
	
	
	

	Shut down the computer using the start menu
	
	
	
	

	Operate the mouse, including right click for special menus
	
	
	
	

	Use the task and tool bars
	
	
	
	

	Minimize, restore, and/or resize a window
	
	
	
	

	E-mail
	
	
	
	

	Access an e-mail account (e.g., log-in/log-out)
	
	
	
	

	Check, compose, and send e-mail
	
	
	
	

	Attach a document to an e-mail
	
	
	
	

	Customize mailboxes (e.g., block senders, add addresses)
	
	
	
	

	Forward e-mail 
	
	
	
	

	Set up an address book
	
	
	
	

	Set up a group distribution list
	
	
	
	

	Internet 
	
	
	
	

	Use search engines (e.g., Google)
	
	
	
	

	Search using keywords
	
	
	
	

	Refresh/Reload a page
	
	
	
	

	Download and/or save an image or file
	
	
	
	

	Word Processing/Data Entry
	
	
	
	

	Type at least 25 words per minute
	
	
	
	

	Create and save a new document
	
	
	
	

	Use the save as function
	
	
	
	

	Use spelling and grammar check
	
	
	
	

	Use the copy, cut, and paste functions
	
	
	
	

	Create tables
	
	
	
	

	Format font and paragraphs
	
	
	
	

	Use header and footer functions
	
	
	
	

	Printing
	
	
	
	

	Use print preview
	
	
	
	

	Select a printer and change the amount of copies to print
	
	
	
	

	Designate a default printer
	
	
	
	

	Pause or delete a print job
	
	
	
	

	Choose a printer from settings via start menu (or control panel)
	
	
	
	

	Set up a page in portrait or landscape form
	
	
	
	

	File Management
	
	
	
	

	Create and rename a folder
	
	
	
	

	Move file(s) from one folder to another
	
	
	
	

	Delete a file/folder
	
	
	
	

	Search for a file (e.g., Windows Explorer)
	
	
	
	

	Retrieve a file from the recycle bin
	
	
	
	

	Empty the recycle bin
	
	
	
	

	Technical
	
	
	
	

	Create a spreadsheet (e.g., Excel)
	
	
	
	

	Create and manage a database (e.g., Access)
	
	
	
	

	Use a Practice Management System
	
	
	
	

	Have an interest in being an EHR super user
	
	
	
	


Adapted from: C. Duvel, S. Pate, 2003, Computer Knowledge: Report from a Student Self Evaluation, Journal of Industrial Technology, 20(1), 1-16.
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