Computer Skills Placement Test

The Computer Skills Placement test consists of 70 questions over seven content areas. The table below provides detailed information about the content of the Computer Skills Placement Test, which is based on Microsoft/Vista 2007.


Computer Skills Placement Test Content Areas 


Number of Questions

Basic Concepts of Information Technology 



10

· Data storage and memory.

· How computer-based software applications are used in home computing and on the job.

· What computer information networks are and how they're used.

· How IT systems are found in everyday situations.

· How personal computers can affect your health.

· Security and legal issues associated with computers.

File Management 







10

· Operate effectively within the desktop environment.

· Manage and organize files and directories/folders.

· Copy, move, and delete files and directories/folders.

· Work with desktop icons and manipulate windows.

· Using the search features, simple editing tools, and print management facilities available within an operating system.
Word Processing (Word) 






10

· Carry out operations associated with creating, formatting, and finishing a word processing document ready for distribution.

· Create standard tables.

· Use pictures and images within a document.

· Import objects.

· Use mail merge tools.

Spreadsheets (Excel) 






10

· Develop, format, and use a spreadsheet.

· Use basic formulas and functions to accomplish standard mathematical and logical operations.

· Import objects.

· Create graphs and charts.

Databases (Access)







 10

· Design and plan a simple database using a standard database package.

· Retrieve information from an existing database by using the query, select, and sort tools available in the database.

· Create and modify reports.

Presentations (PowerPoint) 






10

· Create, format, and prepare a variety of presentations for different target audiences or situations.

· Use graphics, charts, and various slide show effects.

Information and Communication 





10

· Accomplish Web search tasks using a Web browser application and available search engine tools.

· Bookmark search results.

· Print Web pages and search reports.

· Send and receive messages.

· Attach documents or files to a message.

· Organize and manage message folders or directories within electronic mail software.

