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Computer Skill
Self

Sufficient
Limited

Knowledge
No

Knowledge
Need

raining

Open & close Windows (Minimize &
Maximize)

B D tr tr

Work with the Taskbar n c D tr

Save a file to disk D D D D

Create new folders D D f, tr

Cut/copy and paste D D n D

Insert clipart D tr tr tr

Create tables and graphs E tr tr D

Create or format a document tr tr a tr

Create a spreadsheet n D D tr

Send and receive email messages B tr D tr

Use Electronic list/Mailing list tr tr tr tr

Downloading items from the Internet D D tr n

Attach documents to an email
message

E D D D

Create an email address book D D tr tr

Create an MS Power-point
presentation

tr D tr tr

Managing Bookmarks and/or
Favorites

D D tr tr

Creating a Website/page D D tr tr

Search the Web using directories &
engines

D D e tr

Chat rooms D tr tl tr

Instant Messenger (AOL, ICQ,
Yahoo, etc.)

tr n tr D

Start up and shut down a computer D tr tr D

Navigation on the Internet tr D tr D

Microsoft Intemet Explorer Browser B tr tr tr

Netscape Communicator/Navigator D tr tr e
Keyboarding tr B tr D

Basic mouse navigation (clicking,
right clicking & dragging etc.)

tr tr D tl
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