Orientation Center

Computer Technology Assessment
This assessment is divided into several sections.  Each task performed successfully will be given one point.  No half points are possible, because either the task was performed successfully or it was not.

65 points possible:  57 and up is passing.
Windows Concepts

1.  Using the Start Menu, find and open the Microsoft Word program.

 
----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
2.  Leaving the Microsoft Word program open, go back to the Start Menu and locate and open Microsoft Excel.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
3.  Leaving the Microsoft Excel program open, go to the Desktop and locate and open the Microsoft Outlook program.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
4.  Demonstrate switching between these open programs by using the correct Windows keystroke.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
5.  Using JAWS keystrokes, switch to the Microsoft Word program.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
6.  From the Microsoft Word program, demonstrate the Windows keystroke that will take you directly to the Desktop.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
7.  Close all open programs except for JAWS.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
JAWS

1.  Switch to the JAWS Cursor.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
2.  Switch to the PC Cursor.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
3.  Route the JAWS Cursor to the PC Cursor. After you have done that, tap the PC Cursor Button.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
4.  Use the JAWS keystroke that reads the window title.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
5.  Use the JAWS keystroke that increases the rate of speech.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
6.  Find the JAWS serial number.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
7.  Change the JAWS key echo to none. Then change it back to characters.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
8.  Change the screen echo to all.  Then change it back to highlighted.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
9.  Change the default voice to Rocco and the speech rate to 25 percent.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
10.  Explain what it means when JAWS says "dot dot dot."

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
11.  Demonstrate the JAWS keystroke for getting JAWS Hotkey Help.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

12.  Set the level of punctuation spoken by JAWS to all.  Then, set it to Most.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

Microsoft Word

1.  Open the Microsoft Word Program.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
2.  Using a Microsoft Word keystroke, create a new document.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
3.  Repeat this keystroke to create three more new documents.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
4.  Use the Microsoft Word keystroke to switch between all the open documents.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
5.  Use the appropriate keystroke to close each document except Document1.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
6.  Type three or four sentences in this blank document.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
7.  Save the document with the name of Practice Document.doc.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
8.  Using the appropriate Windows keystroke, close the open document without closing Microsoft Word.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
9.  Find and open the My Documents folder.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
10.  Locate and open the file called Format.doc.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
11.  Demonstrate the ability to select a character, a word, a paragraph, and the whole document.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
12.  Center the title of this document.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
13.  Using Microsoft Word keystrokes, give the title the following attributes:  bold, italics, and underline.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
14.  In this document are several headings.  Each heading must be formatted as follows:  (A) Century Gothic font, (B) Bold, (C) size 16, and (D) underlined.  Use the appropriate JAWS Keystroke to verify the proper formatting for each heading.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
15.  Spell-check the document.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

16. Change the margins of the document as follows:  
      Top, 1.5; Bottom, 1.5; Left, 1; Right, 1.
       
----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________
17.  Use the JAWS keystroke that summarizes the settings for your document.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

18.  Save the document with the name of XXformat.doc (where "XX" represents your initials).


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

19.  Print two copies of the document.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

20. Close the document as well as Microsoft Word with the appropriate keystroke.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

File Management

1.  Locate and open the My Documents Folder.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

2.  Create a folder called "My Assessment Test Folder."


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

3.  Find a file called Format.doc.  Copy this file into the folder you just created.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

4.  Change the name of the folder to "Assessment."


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

5.  Delete the folder.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

Microsoft Outlook

1.  Start the Microsoft Outlook program.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

2.  In the Inbox, locate the message with the subject "Test message for assessment."  Open and read this message.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

3.  Close the message.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

4.  Using the correct Outlook keystroke, forward the message to your instructor.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

5.  Using the correct Microsoft Outlook Keystroke, reply to the message with the message, "I got it.", and send it.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

6.  Find the message with the subject "Test message with attachment."  Open and read the message.  Then open and read the attachment.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

7.  After you have closed the attachment and the message, send a new message and attach a file called Test Attachment.doc and address it to your instructor.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

6. Close Microsoft Outlook.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

Microsoft Internet Explorer

1.  Start Internet Explorer.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

2.  Demonstrate the JAWS keystroke to bring up a list of links.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

3.  Use the Windows Keystroke to activate the Address Bar.  Then, go to the Website www.freedomscientific.com.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

4.  When the page is displayed, demonstrate the JAWS Keystroke to bring up a list of headings.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

5.  Using the search feature on this page, find and invoke the Downloads link.  On the resulting page, find and invoke the link to get to the OpenBook download area.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

6.  Close Internet Explorer.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

Kurzweil 1000

1.  Start the Kurzweil 1000 program.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

2.  Scan and read the test document given to you by the instructor.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

3.  Save the document as "My Test File", using the  Rich Text format, in the My Documents Folder.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

4.  Change the speech setting to 200 words per minute and the pitch setting to four.  Save these as your default settings.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

5.  Close the Kurzweil 1000 program

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

Final Project

These final tasks will involve using the Internet, Microsoft Word, and Microsoft Outlook.

1. Go to www.whitepages.com  and find a listing for Michael D. Barber.  The listing should have the address of 3000 Grand Avenue, Des Moines, Iowa.  Copy and paste the results into a Microsoft Word Document and then e-mail that document to your instructor.


----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

2.  Go to www.dictionary.com and look up the word ‘pedantic’.  Copy and paste the results into a Microsoft Word document.  Save the document with the name Term.doc.  Attach this file to a message in Microsoft Outlook and send it to your instructor.

----- Task Accomplished

    
----- Task Not Accomplished

   
Comments: ______________________________________

Total Score:  

