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	PRIVATE 
Level / Number
	Skill/Task
	Initials/Date
	Notes
	Prof. Sign Off

	
	
	
	
	

	100.1
	Know how to cold boot/ warm boot?
	JF
	COLD -POWER ON

WARM - RESET

CNTL-ALT-DEL
	

	100.10
	Can you open a file?
	
	
	

	100.11
	Can you save a file?
	
	
	

	100.11
	Can you save as file as a different name on a different directory (save as)
	
	
	

	100.12
	Can you print a file?
	
	
	

	100.13
	Explain bit
	
	
	

	100.14
	Explain byte
	
	
	

	100.15
	Explain Hex
	
	
	

	100.16
	What is ASCII?
	
	
	

	100.17
	What does ASCII stand for?
	
	
	

	100.18
	Shift between active windows
	
	
	

	100.2
	Format a disk
	
	
	

	100.3
	Write Protect a disk
	
	
	

	100.4
	Use DISKCOPY
	
	
	

	100.5
	Copy programs from 1 floppy to another
	
	
	

	100.6
	Use a Ram Drive
	
	
	

	100.7
	Change disk drives (Logging to another drive)
	
	
	

	100.8
	What is the difference between clicking and dragging.
	
	
	

	100.9
	Can you select different Printers
	
	
	

	110
	COPYING FILES (EXPLORER OR WINFILE)
	
	
	

	111
	MOVING FILES (EXPLORER)
	
	
	

	112
	RENAMING / DELETING FILES (EXPLORER)
	
	
	

	200
	OPERATING LIVE ACTION VIDEO AND PLAYING SOUND FILES.
	
	
	

	200.01
	Put a character anywhere on the screen.
	
	
	

	200.10
	Can you send a Fax electronically
	
	
	

	200.11
	What is a modem?
	
	
	

	200.12
	Integrate Graphics with Text
	
	
	

	200.13
	Work with tables
	
	
	

	200.14
	Operate a word processor
	
	
	

	200.15
	Difference between client and server
	
	
	

	200.16
	Can you write your name in ASCII codes?
	
	
	

	200.17
	Can you print to a file?(save the print image as a file)
	
	
	

	200.17
	Use DEFRAG
	
	
	

	200.18
	Use SCANDISK
	
	
	

	200..19
	Creating a Program Item
	
	
	

	200.20
	Creating a Program Group
	
	
	

	200.21
	Assigning Properties to an Item
	
	
	

	200.22
	Log on to INTERNET;  use email
	
	
	

	200..23
	Access WEB Pages, using URL addresses (Universal Resource  Locator)
	
	
	

	200.301
	INVOKE (RUN) WINDOWS EXPLORER
	
	
	

	200.302
	CAN  FIND “FREE SPACE” ON ANY VOLUME (SAY THE “A” DRIVE)?
	
	
	

	200.303
	CAN YOU LABEL A VOLUME?
	
	
	

	200.303
	MOVE A  FILE FROM ONE VOLUME TO ANOTHER?
	
	
	

	200.304
	USE ‘SELECT ALL’
	
	
	

	200.305
	USE ALL 4 TOOLBARS UNDER VIEW?
	
	
	

	200.306
	UNDERSTAND “DETAILS” UNDER VIEW?
	
	
	

	200.307
	UNDERSTAND “ARRANGE ICONS” UNDER VIEW?
	
	
	

	200.308
	WHAT ‘REFRESH’ DOES?  (RELOADS DIRECTORY)
	
	
	

	200.309
	TRY DIFFERENT ‘FOLDER OPTIONS’
	
	
	

	200.310
	USE ALL THE OPTIONS UNDER ‘GO’
	
	
	

	200.311
	UNDERSTAND  ‘FAVORITES’

UNDERSTAND ‘SEAMLESS INTEGRATION’ OF WINDOWS EXPLORER TO WEB
	
	
	

	200.312
	MAP, DISCONNNECT, SYNCHRONIZE UNDER ‘TOOLS’?
	
	
	

	200.313
	HOW TO CHANGE THE ATTRIBUTES (HIDDEN, ETC) ON ANY FILE – THIS IS IMPORTANT!)
	
	
	

	200.6
	Create a Ram Drive
	
	
	

	200.7
	Why is it necessary to log onto a different drive.  When.
	
	
	

	200.8
	Can you change the operating characteristics (mouse control) of the mouse.
	
	
	

	200.9
	Can you Manage the Printer
	
	
	

	200.901
	What is AUTOEXEC.BAT
	
	
	

	200.902
	What is CONFIG.SYS
	
	
	

	211.1
	CHANGE SIZE OF TABLE in word.
	JF 3-26-97
	
	

	300
	Interoperate on tables with word and excel.  Pass tables to and from Word and Excel
	
	
	

	300
	MANIPULATE (EDIT) GRAPHICS
	
	
	

	300
	SET UP WINDOWS IN TILE MODE VERTICALLY, AND MOVE DATA BACK AND FORTH
	
	
	

	300
	CREATE CHARTS AND GRAPHS (EXCEL)
	
	
	
	
	

	300
	CONVERTING FILES (WORD FORMAT TO ASCII)
	
	
	
	
	

	300
	SEARCH FOR FOR KEY WORKS ON INTERNET USING dogpile.com or search.com
	
	
	

	300.01
	Put a graphic anywhere on the screen
	
	
	

	300.011
	Change foreground, background, border colors on any screen
	
	
	

	300.02
	What is a Binary Transfer?  What is an ASCII Transfer?
	
	
	

	300.10
	Can you save files in ASCII format and transfer them between programs?
	
	
	

	300.10
	Difference between ASCII, txt, text,  MS DOS text,  cr delimited flat files?
	
	
	

	300.11
	If the “A” key is not working, can you use the ALT key and an ASCII code as a subsititute?
	
	
	

	300.12
	Object Link & Embedding
	
	
	

	300.121
	Can you embed an object
	
	
	

	300.122
	Can you link a SHEET to a DOC
	
	
	

	300.14
	Can you use a style sheet
	
	
	

	300.141
	Install a device driver
	
	
	

	300.15
	Use the clipboard
	
	
	

	300.16    
	Size a graphic object
	
	
	

	300.17
	Crop a graphic
	
	
	

	300.18
	Colorize a graphic object
	
	
	

	300.19
	Reduce the byte size of a graphic object
	
	
	

	300.20
	Use CODEVIEW to trace the execution of a program and debug a program
	
	
	

	300.21
	Write the HTML for a text-only HomePage
	
	
	

	300.902
	 Can you modify CONFIG.SYS
	
	
	

	300.903
	What does ANSI.SYS do
	
	
	

	322
	AbsolutE AND              RELATIVE ADDRESSING IN EXCEL
	
	
	

	400
	Understand limits, differences between NWLINK, NETBEUI, and NT SERVER
	
	
	

	400
	Use FTP
	
	
	

	400
	PRINCIPLES OF HTML. MODIFY AND IMPROVE EXISTING
	
	
	

	400
	CREATE HTML IN WORD 97 OR WP 7
	
	
	
	
	

	400
	USE FRONT PAGE
	
	
	
	
	

	400
	MODIFY HTML AS A TEXT (ASCII FILE)
	
	
	
	
	

	400
	EMBED AND LINK CHARTS AND GRAPHS WITH EXCEL AND WORD
	
	
	
	
	

	400
	SETTING MODEM SETTINGS (BAUD, PARITY, PORT)
	
	
	
	
	

	400
	INSTALLING, CONFIGURING SOFTWARE
	
	
	
	
	

	400
	RECORDING AND PLAYING SOUND FILES
	
	
	
	
	

	400
	ZIP / UNZIP FILES
	
	
	
	
	

	
	
	
	
	

	400
	DOWNLOADING SELF-EXTRACTING FILES FROM THE INTERNET
	
	
	

	400.01
	UPDATE SOFTWARE (NETSCAPE / IEXPLORER) FROM INTERNET BY DOWNLOADING USING ‘SMART DOWNLOAD’,  UNZIPPING SELF-EXTRACTING FILE (automatic function),  INSTALLING AND TESTING.
	
	
	

	400.10
	What does Modem settings  (8,n,1,1)  mean?
	
	
	

	400.12
	Connecting 2 computers together to share files
	
	
	

	400.13
	Can you ‘reveal codes’ in a word processor
	
	
	

	400.14
	Low level format a disk
	
	
	

	400.15
	Do error trapping in a program
	
	
	

	400.155
	Can you modify a device driver
	
	
	

	400.16
	Can you create a Home Page
	
	
	

	400.17
	Can you work in a Team Environment
	
	
	

	400.18
	Can you modify code in an .exe or .com file?
	
	
	

	400.19
	Create a HomePage with a graphic object.
	
	
	

	500.01
	What is an IRQ?
	
	
	

	500.02
	Can you use FTP?
	
	
	

	500.04
	Can you use debug to remove an early-eof-marker from a file?
	
	
	

	500.05
	Resolve Device Conflicts by changing IRQs in initialization files.
	
	
	


Note this document is a “work-in-progress”.  The latest revison will be the latest date (1st page).    Add to it.  Get involved with it.  Make it part of your professional dossier.  

