SYSTEM SOFTWARE AND UTILITY PACKAGES

1.  Files and Folders

	
	Item
	No idea how to do it

= 0
	Partially achieved or very hesitant 
= 1
	Achieved but not fluent


=2
	Competent and self assured 

=3 

	1.1
	Create new folder 
	
	
	
	

	1.2
	Copy files from one folder to another
	
	
	
	

	1.3
	Move files from one folder to another
	
	
	
	

	1.4
	Delete files and folders
	
	
	
	

	1.5
	Rename files and folders
	
	
	
	

	1.6
	Find a folder
	
	
	
	

	1.7
	Hidden files and folders
	
	
	
	

	1.8
	View the properties of a file
	
	
	
	

	1.9
	Restore a file from Recycle bin
	
	
	
	


2.  Disk Utilities

	
	Empty recycle bin
	
	
	
	

	
	Show files on disk in different views
	
	
	
	

	
	Determine the size of a disk
	
	
	
	

	
	Determine the size of empty space on a disc
	
	
	
	

	
	Format a disk
	
	
	
	

	
	Scandisk
	
	
	
	

	
	Defrag a disk
	
	
	
	

	
	Copy a disk
	
	
	
	

	
	Write protect a disk physically 
	
	
	
	

	
	Make Backup copies
	
	
	
	

	
	Restore a backup
	
	
	
	


3.  Desktop and control panel

	
	Create icons on desktop
	
	
	
	

	
	Change Display settings
	
	
	
	

	
	Install screen savers
	
	
	
	

	
	Change date and time settings
	
	
	
	

	
	Regional settings 
	
	
	
	

	
	Set up a software network connection
	
	
	
	

	
	Display system properties
	
	
	
	

	
	Display info about peripherals
	
	
	
	

	
	Install printer drivers
	
	
	
	


4.  Trouble shooting

	
	Hot Boot
	
	
	
	

	
	Detect printer problems
	
	
	
	

	
	Rectify printer problems
	
	
	
	

	
	Install/Remove programs
	
	
	
	

	
	Get Help on a specific topic
	
	
	
	


5. Antivirus packages

	
	Scan for a virus
	
	
	
	

	
	Get information about a virus
	
	
	
	

	
	Disinfection
	
	
	
	


6. E-mail

	
	Open
	
	
	
	

	
	Delete
	
	
	
	

	
	Forward 
	
	
	
	

	
	Open Attachments 
	
	
	
	

	
	Attach documents to mail
	
	
	
	

	
	Send Carbon copies
	
	
	
	

	
	Set up an address book
	
	
	
	

	
	Use an address book
	
	
	
	

	
	Set up digital signatures
	
	
	
	

	
	Apply a digital signature
	
	
	
	


7.  Internet

	
	Find a web site by using an URL
	
	
	
	

	
	Using a Search engine to find information
	
	
	
	

	
	Add to favourites
	
	
	
	

	
	Go to favourites
	
	
	
	

	
	Save information to disc
	
	
	
	

	
	Download files
	
	
	
	


8. WinZip

	
	Create/copy/move/rename an archive
	
	
	
	

	
	Open/close an existing archive
	
	
	
	

	
	Add/delete files to/from an archive
	
	
	
	

	
	Extract files from an archive
	
	
	
	

	
	Create icons for files in the archive
	
	
	
	

	
	Using Passwords
	
	
	
	


