Name: ______________

Technology Self-Evaluation

Place a “+” next to the technology tasks you know how to do really well. 

Place a “check” next to the technology tasks you can do.  

Place a “—” next to the Tasks you can not do.    

Microsoft Word

____ 1.  Format a 3.5 floppy disk.

____ 2. Spell Check

____ 3. Grammar Check

____ 4. Cut and Paste

____ 5. Change Font Style

____ 6. Change Font Size

____ 7. Attach a hyperlink

____ 8. Bold Text

____ 9. Italicize Text

____ 10. Underline Text

____ 11. Adjust margins

____ 12. Set Indentation

____ 13. Highlight Text

____ 14. Save a Word Document
____ 15. Print a Word Document

____ 16. Create Tables

____ 17. Insert Page Numbers

____ 18. Insert Heading

____ 19. Centering Text

​​​____ 20. Adjusting Text Color

____ 21. Undo Mistakes

____ 22. Adjusting Line Spacing

____ 23. Open a document

IUP Network Services
____ 1. Changing Network Password

____ 2. Changing URSA Pin

____ 3. Changing Permanent Address

____ 4. Viewing Grades

____ 5.  Do you know how to access your “H” drive?
____ 6. Do you know how to save on your “H” drive?  

IUP Email

____ 1. Changing Email Password
____ 2. Creating Folders

____ 3. Delete Emails

____ 4. Forward Emails to another Person

​____ 5. Use Spell Check

____ 6. Use the “CC” function to send a copy of your email to yourself

WebCT
____ 1. Have you heard of WebCT?

____ 2. Can you log on to your WebCT account?  

Photoshop

____ 1. Cropping Pictures

____ 2. Resizing or Compressing Pictures

____ 3. Sharpen Photo 

____ 4. Saving the Picture as a JPEG
____ 5. Adjust Color

____ 6. Lighten and Darken Picture

____ 7. Save Pictures to a CD

FrontPage

____ 1. Where can you find Microsoft FrontPage on the computer? 

____ 2.  Have you used Microsoft Front Page before?  

____ 3. Have you ever created your own personal web page?  

Power Point

____ 1. Have you ever heard of Microsoft PowerPoint?

____ 2. Modify Design Template

____ 3. Insert Animation

​​​​____ 4. Insert Music and Video​

​____ 5. View Slides

Search Engines (Google)
​____ 1. Search for Web Pages

____ 2. Search for Pictures (Images)

Chatting

​____ 1. Creating a Chat Account

____ 2. Adding a Buddy

____ 3. Blocking a Buddy

​____ 4. Using Emoticons

____ 5. Chat with Multiple People
____ *  Do you know where the Instructional Design Center is on campus?  

