
Windows 98/NT - Desktop and Window Management Skills

SKILLS ASSESSMENT

Instructions:  This form can be completed using Word 97. It can also be printed and filled out.  Send the completed electronic from as an email attachment to shall@siue.edu or the printed form to Susan Hall at Campus Box 1023.

Please identify your skill level for each of the items listed. If the form is filled out using Word 97 click on the appropriate box with your mouse.
Can Perform
Can Perform with Help
Cannot Perform
Don’t Know

Basics

1
Identify the basic components of a PC: Monitor, CPU, Mouse
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


2
Describe the function of the following: RAM, ROM, Hard Drive, CD-ROM Drive
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


3
Use a mouse to point and click or point and double click
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


4
Shutdown Windows 98 then restart
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


5
Open a Program from the Start button
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


6
Close a Program
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


7
Open and close desktop icons
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


8
Quit a Program that is not responding
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Window Management Skills:

9
Minimize a window to the Task Bar
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


10
Restore a window from the Task Bar
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


11
Maximize a window to the full screen
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


12
Restore to a window from the full screen
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


13
Re-size a window
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


14
Move or reposition a window
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


15
Use scroll arrows and scroll box
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


16
Close a window
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


17 
Activate the Task Window
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


18
Work with Object or Shortcut menus
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Work with the Taskbar:

19
Close an application from the Task Bar
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


20
Move the Taskbar
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


21
Activate the Taskbar object menu
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


22
Modify the Taskbar through Properties
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Help Facility:

23
Use Help Contents
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


24
Search the Help Index
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


25
Locate Topics with Help Find
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Please identify your skill level for each of the items listed.
Can Perform
Can Perform with Help
Cannot Perform
Don’t Know

Control Panel:

26
Locate and open the Control Panel
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


27
Set keyboard properties
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


28
Set mouse properties
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Using Windows Explorer:

29
Start Windows Explorer
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


30
Expand and collapse your folders list
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


31
Use Find to locate files and folders
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


32
Create a New folder
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


33
Cut and Paste and Copy and Paste files into folders.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


34
Delete files and folders
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


35
Restore a file from the Recycle Bin
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


36
Rename files and folders
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Working with Shortcuts:

37
Create Start Menu shortcuts
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


38
Create Desktop shortcuts
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


39
Copy and Move Desktop Icons
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


40
Delete shortcuts
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


PC Maintenance 

41
Empty your Recycle Bin
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


42
Use Disk Cleanup 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


43
Use Scandisk
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


44
Use Disk Defragmenter
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


45
Empty your email's Trash
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


46
Locate your PCs 'System Information'
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



Netscape Users only:





47
Clear Netscape Disk Cache
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


If the form is filled out using Word 97 key in the information in the appropriate field. Click on the appropriate box with your mouse.

Name:      
__________________________________________
Phone:      
__________
Date:     
______________

Unit/Office:




Academic Mailing
 FORMCHECKBOX 

Registrar
 FORMCHECKBOX 


Admissions Counsling
 FORMCHECKBOX 

Service Center
 FORMCHECKBOX 


Admissions Processing
 FORMCHECKBOX 
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