What computer skills do I need?
Below is a list of skills. In the first column, tick skills you want to learn; in the second, tick those that are priorities. If you have, or acquire, the skill, tick the final column.

	Skill
	To learn
	Priority
	Can do

	Setting up and general skills

	· Assembly – connecting computer, keyboard, mouse and printer
	
	
	

	· Switching the computer on and off
	
	
	

	· Keyboarding
	
	
	

	· Using a mouse or navigation pad
	
	
	

	· Understanding toolbars
	
	
	

	File management

	· Creating, opening, naming, saving and closing files
	
	
	

	· Setting up folders and creating a filing system
	
	
	

	· Finding files you have used before
	
	
	

	Word-processing

	· Moving the cursor around the page and pausing it
	
	
	

	· Moving the page- up, down, left and right
	
	
	

	· Using the arrow keys to move around a document
	
	
	

	· Changing the font and Size; using bold, italics, and underlining
	
	
	

	· Using bullets and paragraphs for numbering
	
	
	

	· Justifying to the left, justifying to the right, or centring text
	
	
	

	· Using the undo and redo functions
	
	
	

	· Copying, cutting and pasting text from one place to another
	
	
	

	· Deleting text
	
	
	

	· Selecting a piece of text and dragging it from one place to another
	
	
	

	· Inserting a symbol € © £ %
	
	
	

	· Using headers and footers
	
	
	

	· Adding page numbers
	
	
	

	· Checking the word count
	
	
	

	· Using the spellchecker
	
	
	

	· Replacing text that recurs throughout a document
	
	
	

	· Using drop-down menus
	
	
	

	Tables

	· Setting up a table within a document
	
	
	

	· Inserting and deleting rows and colums
	
	
	

	· Merging and splitting cells
	
	
	


	Skill
	To learn
	Priority
	Can do

	Using the printer

	· Specifying the page size and shape
	
	
	

	· Selecting a portrait or landscape layout
	
	
	

	· Printing a whole document or selected pages only
	
	
	

	Using email

	· Sending and receiving emails
	
	
	

	· Forward emails
	
	
	

	· Replying to emails
	
	
	

	· Deleting emails
	
	
	

	· Ensuring that your mailbox does not overfill
	
	
	

	· Setting up email folders
	
	
	

	· Sending email attachments (e.g. documents)
	
	
	

	Using the internet

	· Connecting with the internet
	
	
	

	· Navigating around the internet
	
	
	

	· Making the most of the internet (see page 147)
	
	
	

	· Searching on the internet (see pages 148-52)
	
	
	

	Using software and resources

	· Finding, opening and closing required packages
	
	
	

	· Using a calculator 
	
	
	

	· Using and database
	
	
	

	· Using a spreadsheet
	
	
	

	· Using PowerPoint®
	
	
	

	· Installing new software
	
	
	

	Help

	· Using electronic help
	
	
	

	· Knowing where to go for help
	
	
	


How you actually carry out each of the activities above will depend on the type of computer and the software you are using.

Other people may be willing to show you how to perform particular operations. Often people find their own shortcuts or have slightly different ways of carrying out the same operations.

We all develop computer skills in varied ways – through training, from software manuals and help systems, with support from friends and colleagues, and by trial error. Provided that your files are safely stored, don’t be afraid to experiment.
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