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Hi!

The department faculty is asking for your help.  We would like to know about your
computer and research skills to help us better teach classes.

Below is a list of skills.  Would you please take a few minutes to indicate to what extent
you have developed each of these skills.  Please circle the “1" if you have little or no skill;
circle the “2" if you have some skill; or circle the “3" if you have good or strong skills.

Your Name _________________________________________

e-Mail Address __________________________________              

Phone Number _(____)_____________                             

Course Number ___EPC________________                            

Prof.’s Name ________________________________       

Do you have a computer at home or at work?  
Yes   No  (circle one)  

Do you have a printer at home or work?   
Yes   No (circle one)

How often do you use email?  
Never    Rarely     Often     Very often
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Please answer each question in terms of your perception of your ability:
Circle the “1" if you have little or no skill; circle the “2" if you have some skill;
or circle the “3" if you have good or strong skills.

Keyboard/Mouse
You are able to:

1   2   3   Use a keyboard to enter information into a computer, including
special features such as caps lock, insert, delete, directional
arrows, backspace, alt tab, print, etc.

1   2   3   Use the right and left click functions of a mouse, including
single and double clicking

1   2   3  Combine mouse and keyboard activities for various
applications.

Word Processing
You are able to:

1   2   3   Set margins and tabs
1   2   3 Use tools, such as spell and grammar check, thesaurus, track

changes, merge
1   2   3   Use edit
1   2   3   Determine font and size

Windows
You are able to:

1   2   3   Open and use multiple windows sessions
1   2   3   Cut, copy and paste between windows sessions
1   2   3   Minimize, maximize, and resize windows
1   2   3   Use Start and Desktop to find desired applications
1   2   3   Save files to desktop and other computer drives
1   2   3  Use toolbars and menu bars with pop down windows

e-Mail
You are able to:

1   2   3  Establish an e-mail account at CSUN and/or through local
Internet service providers

1   2   3   Access e-mail account regularly
1   2   3 Perform basic e-mail functions, such as reply, reply all,

forward
1   2   3   Create an address book and save addresses
1   2   3 Subscribe and unsubscribe to listservs
1   2   3 Search archives of listservs
1   2   3 Send, open, and attach files
1   2   3  Practice basic e-mail etiquette
1   2   3 Save and download files
1   2   3  Establish a group list
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