Kabataan ITo 

Checklist of Knowledge & Skills in Basic Computer Operations
Name of Participant: 





_  Sex: 
___   Age: ______

Address/Contact Details: 







_________

	Knowledge or skills of basic computer operation on the following indicators to be checked by mentor for the pre-session and the DOLE personnel/ representative  for the post session:
	Pre-Session Evaluation 


	Post-Session Evaluation

	I. Familiarizing with the Computer Hardware

a. Knowledge on the distinction among hardware, software and firmware

b. Knowledge on the input and output devices (keyboard, mouse, monitor, printer)

c.  Knowledge on the front and rear panel buttons/switches/ connectors

d. Knowledge on the keyboard basics (alphanumeric keypads, numeric, keypads, function keys
e. Simple skills in keyboarding techniques
f. Simple skills in mouse operation  
	 (   )

(   )

(   ) 

(   )

(   )
(   )
	 (   )

(   )

(   ) 

(   )

(   )
(   )

	II. Operating the Computer

a. Knowledge on the contents of My Computer

b. Knowledge on the contents of My Network Places

c. Knowledge on the contents of the control panel

d. Skills in file management:

i. creating files/folder

ii. copying files/folder 

iii. moving files/folder

iv. deleting files/folder

v. renaming files/folder

vi. searching files and folder
	(   )

(   )

(   )

(   )

(   )

(   )

(   )
(   )

(   )
	(   )

(   )

(   )

(   )

(   )

(   )

(   )

(   )
(   )

	III. Operating Word Processing Application Using MS Word

a. Skills in creating document from scratch and templates

b. Skills in editing styles

c. Skills in working with images

d. Skills in retrieving document

e. Skills in printing document
	(   )

(   )

(   )

(   )
(   )
	(   )

(   )

(   )

(   )
(   )

	IV. Using the Internet for Searching and Communication

a. Knowledge on the fundamentals of internet technology      (web site, web page, server, www)

b. Skills in using the browser / internet explorer basics

c. Skills in creating an e-mail account

d. Skills in sending/ opening e-mail messages

e. Skills in attaching file to e-mail
f. Skills in retrieving/organizing e-mail messages

g. Skills in deleting e-mail messages

h. Skills in managing contacts

i. Skills in customizing browser setting

j. Skills in connecting to online government programs / services

k. Knowledge on practical netiquette (internet etiquette) 
	(   )

(   )

(   )

(   )

(   )

(   )

(   )

(   )

(   )

(   )
(   )
	(   )

(   )

(   )

(   )

(   )

(   )

(   )

(   )

(   )

(   )
(   )

	Pre-session evaluation done by :                             Post-session evaluation done by:
___________________________________                       _______________________________  ___________________________________                       _______________________________

          Name and Signature                                                                  Name and Signature
Date: _______________________________                                Date:    _____________________ 




