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	Technology  Survey

	Instructions:
Rate your experience/capabilities for each skill or program on a scale from 1 to 3, with 1 = no experience and 3 = very experienced

This survey will determine where the training program will begin – you are not expected to be proficient in all the skills in this survey prior to the program.

	
	COMPUTER PROGRAM/SKILL:
	RATE 

Circle one and check box if training is desired

	Microsoft Word

 
	 

	
	Create and print a basic document
	1   2    3     
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	Format a document (tabs, fonts, etc.)
	1   2    3     
[image: image2]

	
	Insert and adjust graphics
	1   2    3     
[image: image3]

	
	Create and format tables
	1   2    3     
[image: image4]

	
	Create merge documents
	1   2    3     
[image: image5]

	
	Create a table of contents and index
	1   2    3     
[image: image6]

	
	Create forms with fields
	1   2    3     
[image: image7]

	Microsoft Excel

 
	 

	
	Create and print a simple spreadsheet
	1   2    3     
[image: image8]

	
	Format a spreadsheet
	1   2    3     
[image: image9]

	
	Use formulas, graphs, pictures, etc.
	1   2    3     
[image: image10]

	
	Insert and format a graph
	1   2    3     
[image: image11]

	
	Use worksheets in workbooks
	1   2    3     
[image: image12]

	
	Classroom Activities (Especially science and math)
	1   2    3     
[image: image13]

	Microsoft Access
	 

	
	Create a database
	1   2    3     
[image: image14]

	
	Sort data
	1   2    3     
[image: image15]

	
	Create and use queries
	1   2    3     
[image: image16]

	
	Create and use reports
	1   2    3     
[image: image17]

	
	Mail Merge data for labels and letters
	1   2    3     
[image: image18]

	Microsoft PowerPoint
	 

	
	Create a basic presentation
	1   2    3     
[image: image19]

	
	Insert clip art and objects
	1   2    3     
[image: image20]

	
	Add animations, sounds, video & audio
	1   2    3     
[image: image21]

	
	Create tables and charts
	1   2    3     
[image: image22]

	
	Print and mail presentation
	1   2    3     
[image: image23]

	Windows  and Network Navigation
	 

	
	View folder and file locations
	1   2    3     
[image: image24]

	
	Create and organize folders and files
	1   2    3     
[image: image25]

	
	Search for files using "Find"/"Search"
	1   2    3     
[image: image26]

	
	Copy files from one location to another
	1   2    3     
[image: image27]


	Microsoft Outlook
	 

	
	Address and send E-mail
	1   2    3     
[image: image28]

	
	Enter appointment in calendar
	1   2    3     
[image: image29]

	
	Create and edit a contact/ groups
	1   2    3     
[image: image30]

	
	Create and edit a note
	1   2    3     
[image: image31]

	
	Customizing view
	1   2    3     
[image: image32]

	Other Software
	 
	 

	
	Microsoft FrontPage
	1   2    3     
[image: image33]

	
	Microsoft Publisher
	1   2    3     
[image: image34]

	
	Inspiration
	1   2    3     
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	Dreamweaver
	1   2    3     
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	Moviemaker
	1   2    3     
[image: image37]

	

	

	Other Software (continued)
	 

	
	Please list additional titles and your rating below:
	

	
	 
	1   2    3     
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	1   2    3     
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	1   2    3     
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	1   2    3     
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	Internet
	 
	 

	
	Browse Websites
	1   2    3     
[image: image42]

	
	Use Search Engines
	1   2    3     
[image: image43]

	
	Create and organize Favorites
	1   2    3     
[image: image44]

	
	Create a web page
	1   2    3     
[image: image45]

	
	Access the Learning Village
	1   2    3     
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	Create internet-based assignments
	1   2    3     
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	General Computer Use
	 

	
	Create handouts for students
	1   2    3     
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	Use a multimedia encyclopedia- go.grolier.com
	1   2    3     
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	Can self-learn using Online Help
	1   2    3     
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	Create pictures or drawings
	1   2    3     
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	Use a digital camera
	1   2    3     
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	Use a scanner
	1   2    3     
[image: image53]
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