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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: ______________________ 

 

Internet 

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

Getting started 
1. Locate the Internet browser    
2. Open the browser    
3. Close the browser    
4. Use Zoom in/out    

Use bars 
1. Locate and use minimize and restore down    
2. Locate the address bar    
3. Type or copy a URL into the address bar and go 

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

4. Locate and use buttons: back, forward, refresh, 
home 

   

5. Locate and use the scroll bar    
Manage tabs and windows 

1. Locate the add a new tab button    
2. Close a tab    
3. Use right click to open a link in a new tab    
4. Move tabs    
5. Use right click to open a link in a new window    
6. Hover & click to restore a window    

Use a search engine 
1. Type keyword into a search bar and select 

search 
   

2. Search for images or video    
3. Use tools to filter results    
4. Click on a result to open it    

Manage websites 
1. Change defaults: home page and search engine    
2. Bookmark a website    
3. Delete a bookmarked website    

Use YouTube 
1. Use a search bar    
2. Use basic controls: play and pause    
3. Turn off auto play    
4. Turn on/off closed captioning    
5. Change the settings: Playback speed    

 


