Technology Skills and Needs Assessment Survey
Many skills are needed to integrate technology with teaching and learning. The following survey is designed to assess your comfort level with technology, and help target those areas you want to develop more fully.
Instructions:

1. Please read the statements in each section. 

2. Then, using the scale below, place a number next to each statement that best describes you. 
3. View your survey results, and note those areas that may require more practice and experience, or those topics you want to learn more about.
	SCALE

	1
	Weak

	2
	Basic

	3
	Good

	4
	Proficient

	5
	Expert


Basic Computer Experience
	1. I know the basic parts of a computer system, and understand the concepts.
	 

	2. I know how to log on and off a computer network
	 

	3. I know how to open and close computer applications
	 

	4. I know how to use the mouse "right click" function.
	 

	5. I understand the difference between minimizing, closing, maximizing windows.
	 

	6. I can perform a "safe reboot" of the operating system using keystrokes.
	 

	7. I understand the different file extensions and file types (html, ppt, mp3, doc, jpg, etc.)
	 


Word Processing 
	8. I can create, open, save, print, and preview documents.
	 

	9. Understand the difference between save, save as, and can control where to save.
	 

	10. Can edit, copy, cut, and paste text, images, and objects.
	 

	11. Know how to change fonts, font size, font styles, and how to align text and create lists.
	 

	12. Can use the undo and redo feature.
	 


Managing Files
	13. I know how to copy and paste files into directories (folders).
	 

	14. I am able to navigate my way around the computer and can easily locate files and folders.
	 

	15. I 'm able to move files to the recycle bin and delete them.
	 

	16. I am able to view files in different ways (thumbnails, list, icons, tiles, etc.).
	 

	17. I know how to create shortcuts on the desktop.
	 


Browser

	18. I know the difference between a browser and an email program
	 

	19. I'm able to use the browser tool buttons and/or menu commands to surf the Internet.
	 

	20. I can easily create bookmarks and short cuts to return to specific websites.
	 

	21. I understand the parts of a URL (web address) and their functions. 
	 

	22. I know how to set my browser preferences and starting home page.
	 


Email (and Groupwise)
	23. I am able to compose, send, receive, reply, and forward email messages.
	 

	24. I understand how to attach, and retrieve attachments in email.
	 

	25. I understand the danger of opening attachments from unknown people.
	 

	26. I know how to set up and change email account preferences.
	 

	27. I understand the difference between web mail and other types of email clients.
	 


Searching the Internet
	28. I know how to use search engines to locate information
	 

	29. I understand the differences between search engines, directories, and portals.
	 

	30. I know what a meta search engine is.
	 

	31. I know how to narrow searches and use Boolean logic to improve results
	 

	32. I realize the importance of checking the authenticity of websites.
	 


Multimedia

	33. I can create and save graphics using a draw or paint program
	 

	34. I can capture and save audio from a microphone or CD
	 

	35. I can convert image, audio or video files as different types of files
	 

	36. I can edit image, audio or video files
	 

	37. I can operate a scanner
	 

	38. I understand how to operate a digital camera
	 


Concept mapping (Graphic Organizers)
	39. I can create a concept map 
	 

	40. I understand how to use software such as Inspiration or Kidspiration to create an electronic concept map
	 

	41. I am able to include graphics in the electronic concept map
	 

	42. I can import graphics to an electronic concept map
	 


Spreadsheets

	43. I can create a basic spreadsheet that will add a column of numbers
	 

	44. I can create a spreadsheet that uses labels, formulas and cell references
	 

	45. Change the format of the spreadsheet, such as column width and text style
	 

	46. Use spreadsheet data to create charts and graphs
	 

	47. Analyze data from a spreadsheet 
	 


Databases

	48. Use pre-made databases to locate information
	 

	49. Use filters and queries to retrieve information from a database
	 

	50. Use formulas with a database to create summations of numerical data
	 

	51. Analyze data to explore research questions
	 

	52. Can create a database
	


Copyright and Plagiarism

	53. I understand copyright restrictions.
	 

	54. I know how to use and cite material found on the internet without violating copyright laws.
	 

	55. I know how to locate the copyright information on web sites.
	 

	56. I understand what constitutes "fair-use".
	 


Other

	57. I can download and install programs.
	 

	58. Know the different kinds of removable media, and how to copy and/or burn media.
	 

	59. Understand the basics involved for computer security, and to ensure privacy online.
	 

	60. Understand the different types of Internet connections (DSL, cable, dial-up, etc.).
	 

	61. Know how to use antivirus programs, firewalls, and anti-spy-ware programs.
	 


Optional:
Please complete the following:
	Name:
	 



	Grade level or subject taught:

	 


	Email:
	 


	My previous experience with technology:
 

	I would like assistance with: 


	I would like a workshop or training on:




