Core Competencies
Self -Assessment of Elementary Desktop Computing Skills

C

ore Competencies are the skills needed to use your computer efficiently. The following chart is an attempt to summarize each user’s strengths and to identify the skills that the OD employees can work toward. Taking this personal survey will guide the NIH OD employee to determine their current level of computer ability. We emphasize that this a personal guide, not a report card.  In no way is this going to be used in the NIH employees’ ratings in a performance review. This is for personal development only, with the objective being to encourage everyone to improve their skills and abilities. This benefits both the employee and the OD organization.

Each chart works toward a specific competency.  The skills that are connected with that competency are listed in the chart. To work productively, it is valuable for the OD employee to know how to use the skills listed in that competency category.

Please review the charts in the survey and answer whether you feel confident in the skills in the following categories.  Mark the “Yes” or “No” columns to reflect whether you are competent in a skill.  If you are uncertain, check the “?” option. The last column in each competency table has recommendations for training options available at the NIH. If this series of competency tables helps identify needed skills, use the steps in the table, entitled “Steps to Help Yourself”, to find remedies to boost your set of computer skills. 

	Yes
	?
	No
	Are You Able To Operate Your System?
	Training Options   

	
	
	
	Distinguish between the computer, monitor, keyboard and mouse
	Introduction to Windows

	
	
	
	Turn on your computer and your monitor
	 

	
	
	
	Get out of sleep mode
	

	
	
	
	Log in to the local system if necessary
	

	
	
	
	Identify the operating system 
	

	
	
	
	Find and use the diskette drive
	

	
	
	
	Find and use the CD-ROM drive
	

	
	
	
	Distinguish between memory and disk space
	

	
	
	
	Get to help system and search for a topic
	

	
	
	
	Format a floppy disk
	

	
	
	
	Safely shut down and turn off your computer
	

	
	
	
	
	


	Yes
	?
	No
	Can You Use the Windows User Interface?
	Training Options 

	
	
	
	Use the mouse to select an icon
	Introduction to Windows

	
	
	
	Use the mouse to open an icon
	Click the Start button.  Click 

	
	
	
	Use the mouse to drag an icon
	Help.

	
	
	
	Open, move, maximize, restore, minimize, and close a window
	CIT Classes on PCs

	
	
	
	Use the scroll bars on windows
	Windows 2000 Professional

	
	
	
	Switch between two windows
	For Dummies, by Rathbone 

	
	
	
	Open an application
	and Crawford

	
	
	
	Switch between two open applications
	

	
	
	
	Use the OK, Cancel ,and Apply buttons in a dialog box
	

	
	
	
	Right-click to display a context menu
	

	
	
	
	Cut and paste data between applications
	


	Yes
	?
	No
	Can You Organize and Manage Your Files?
	Training Options 

	
	
	
	Identify icon types (directory, drives, document, program)
	Introduction to Windows

	
	
	
	Use menus and toolbars
	Windows Intermediate

	
	
	
	Rename an icon or a file
	Click the Start button.  Click 

	
	
	
	Copy an Icon or file to another directory or folder
	Help.

	
	
	
	Duplicate an icon or file
	CIT Classes on PCs

	
	
	
	Delete an icon or file
	Windows 2000 Professional

	
	
	
	Create shortcuts or aliases to icons
	For Dummies 

	
	
	
	Delete shortcuts or aliases to icons
	

	
	
	
	Find a needed file (find by file name, find by file contents)
	

	
	
	
	Organize your files
	

	
	
	
	Create a new sub-directory or folder or file
	

	
	
	
	Move through directories 
	

	
	
	
	Opening and working with multiple documents/applications
	

	
	
	
	Copy and paste within and between documents/applications
	

	
	
	
	Distinguish between “Save” and “Save As”
	

	
	
	
	Undelete a file.  Use the Recycle bin.
	


	Yes
	?
	No
	Can You Use Network Resources?
	Training Options 

	
	
	
	Login
	CIT Classes

	
	
	
	Distinguish between a local and network drive
	Windows 2000 Professional

	
	
	
	Access and use a network drive
	For Dummies 

	
	
	
	Access and use a shared directory
	Click the Start button.  Click 

	
	
	
	Access and use a shared printer
	Help.

	
	
	
	Access and use applications that are on the OD network-

· ITAS            Administrative Systems Training
· IMPAC II     IMPAC II Classes
· VEDS           Capu.net, Rebecca Uberall, 301-881-4900

· VSOF           Capu.net, Eric Charles, 301-881-4900
	

	
	
	
	Logout
	


	Yes
	?
	No
	Can You Use Electronic Mail?
	Training Options 

	
	
	
	Select an address
	Introduction to MS Outlook

	
	
	
	Create, edit and send a message
	OIT CBTs 

	
	
	
	Delete a message
	Microsoft Outlook Handbook,

	
	
	
	Create and use private message folders
	by Martin S. Matthews

	
	
	
	Move messages from one folder to another
	CIT Classes on PCs & Networks

	
	
	
	Create and use shared message folder
	In  Outlook, click  Help.  Click 

	
	
	
	Send an attachment with a message
	Microsoft Outlook Help.

	
	
	
	Print a message
	

	
	
	
	Print an attachment
	

	
	
	
	Save an attachment
	

	
	
	
	Delete an address from a To: line
	

	
	
	
	Use address from available address lists
	

	
	
	
	Add an email address to a personal address list or nickname
	

	
	
	
	State your own email address  
	

	
	
	
	Lookup NIH email Directory listing
	

	
	
	
	Update your NIH email Directory listing
	

	
	
	
	Create, edit and delete mailing groups
	


	Yes
	?
	No
	Can You Use The Outlook Calendar?
	Training Options 

	
	
	
	View your calendar
	Introduction to MS Outlook

	
	
	
	Schedule a meeting
	Microsoft Outlook Handbook

	
	
	
	View available time for other people
	By Martin S. Matthews

	
	
	
	Accept or decline a meeting request
	CIT Classes on PCs

	
	
	
	Create an appointment and a reminder
	FasTrac Online Training

	
	
	
	Schedule recurring appointments
	In  Outlook, click  Help.  Click 

	
	
	
	
	Microsoft Outlook Help


	Yes
	?
	No
	Can You Function Securely?
	Training Options 

	
	
	
	Recognize signs of virus infection
	OIT CBTs

	
	
	
	Run your virus checking software 
	CIT Classes

	
	
	
	Lock your workstation
	Click the Start button.  Click 

	
	
	
	Use a screen saver to password-protect your workstation
	Help.  Click Security.

	
	
	
	Change your workstation login password
	CIT Security Policies

	
	
	
	Change passwords on other systems, if applicable
	Windows 2000 Professional

	
	
	
	Backup your files
	for Dummies


	Yes
	?
	No
	Can You Use the Internet?
	Training Options 

	
	
	
	Access NIH Home Page
	In Netscape, click Help.  Click 

Help Contents.

	
	
	
	Click on “hotspots” and “hyperlinks”’ to navigate to another page
	In Internet Explorer, click Help.  Click Contents and Index.

	
	
	
	Open or go to a specific page
	CIT Classes

	
	
	
	Click on a “mailto” link in a web page to send an email message
	OIT CBTs

	
	
	
	Create a bookmark
	Introduction to the Internet

	
	
	
	Delete a bookmark
	

	
	
	
	Use a search engine to locate pages related to a specific topic
	

	
	
	
	Move forward and backward using Toolbar
	

	
	
	
	Print
	


There are many ways to help yourself if you are uncertain about how to accomplish your tasks.  The following list has been developed and provided for you as a guide to assist you in resolving questions.  It can be used as a staircase to resolutions.  At each step, there is another option for assistance. At any given step, the earlier step is more readily available. For example, in Step 1 the On-line Help screens will always be there, but in Step 2 the manuals will not always be available at every desktop. If the answer is not found at an earlier step, then the user should progress to the next step to seek out the answer.  By the time Step 8 is applied, most questions will have been answered.  The steps follow:

	Steps
	Steps To Help Yourself

	Step 1
	Use Help screens (F1 Key, Help menu in applications, Help on Start menu)

	Step 2
	Look it up on paper documentation

	Step 3
	Ask your friend or co-worker

	Step 4
	Ask your OIT Building Coordinator

	Step 5
	Ask your Contact Point (who can refer to a book or NIH Help Desk)

	Step 6
	Ask NIH Help Desk

	Step 7
	Use a self-guided tutorial

	Step 8
	Go to a training class


Did you find this document useful?  Do you have questions or comments about this document?  If so, let us know.  We are interested in what you think.  Contact us by sending email to OIT News.

	% Yes
	Suggested Approaches

	Less then 50%


	Select an instructor led course, you will get the most personal attention from this type of training.

	50% to 75%
	Self Paced training via the Web or a CD Course might be most productive for you, as you have some knowledge of the topic.



	75% and over
	You have core competency, challenge yourself to maximize the features of the product.   Seek advanced training, or search the HELP index for unknown features.
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