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Instructions for Tech Tutor or Staff Member: 

The checklist below includes a detailed description of discrete tech tasks.  It is not expected 
that you cover all tasks in the checklist.  When meeting with a learner in person, use this record 
to make note of the tasks already acquired.  During any subsequent meetings, continue to 
update the checklist as new skills are built. 

For each tech task, assess the learner’s current ability: 

 “Yes” = The learner can do this easily, without help or instruction.  No further practice 
with a trainer is needed. 

 “Practice” = The learner requires some help or instruction.  Review this at a subsequent 
meeting.    

 “Introduce” = The learner doesn’t have any understanding of what to do.  Introduce the 
task. 

Tech Tutor: __________________ Learner: ________________________  

Language Support (write the language if applicable): _________________  

If applicable:  LINC Level: ____ Teacher: ______________________  

Computer Basics 

Discrete tech tasks ✔ Check which one applies: 
Yes Practice Introduce 

Getting started 
1. Turn on the computer    
2. Log in as a user (if necessary)    
3. Plug in accessories (mouse, headphones)    
4. Shut down a computer correctly    

Use the mouse 
1. Hold the mouse correctly    
2. Left click    
3. Right click    
4. Double click    
5. Scroll up/down    
6. Click, drag, and drop    
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Discrete tech tasks ✔ Check which one applies: 
Yes Practice Introduce 

Use a touchpad 
1. Left click    
2. Right click    
3. Navigate the screen    

Use the desktop and taskbar 
1. Locate the Start menu    
2. Use search    
3. Check / change Internet network    
4. Locate, turn on/adjust volume of speakers    
5. Locate the recycle bin    
6. Pin a program or file to the taskbar    
7. Create a desktop shortcut to a program    

Use the Start Menu 
1. Use the Power function to log off/shut down    
2. Open settings    
3. Find a program listed    

Use the keyboard 
1. Position hands on keyboard correctly    
2. Locate letters, numbers, symbols    
3. Use spacebar    
4. Use backspace    
5. Use enter/return    
6. Understand when Caps Lock is on/off    
7. Use Shift + for capitalization, punctuation, and 

symbols 
   

8. Use Escape    
9. Use navigation arrows    
10. Use common keyboard shortcuts (Ctrl +C, X, V, 

S, P …) 
   

File Management 
1. Locate commonly accessed folders: downloads, 

documents, pictures 
   

2. Locate a downloaded file in the downloads 
folder 
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Discrete tech tasks ✔ Check which one applies: 
Yes Practice Introduce 

3. Create a new folder    
4. Move a file to a different folder    
5. Re-name a file    
6. Delete a file    
7. Restore a file from the recycle bin    
8. Use “select all”    
9. Change view of files (ex. icon size)    
10. Extract files from a compressed folder    
11. Compress files to a zip folder    

 


