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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 digital 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. 

 

Trainer: __________________  Learner: ________________________ 

Language Support (write the language if applicable): _________________ 

If applicable:  LINC Level: ____ Teacher: ______________________ 

 

How to use Zoom 

The *starred items in the list are important basic skills that are helpful for learners in all LINC 
levels.  These are basic functions that are necessary for joining and participating in a meeting.  
These should be focused on before learning other Zoom skills. 

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

Getting started 
1. Download Zoom app*    
2. Join a meeting*    
3. Leave a meeting*    
4. Test audio settings*    
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Discrete tech tasks ✔ Check which one applies: 
Yes Practice Introduce 

5. Change microphone / speakers*    
6. Mute / unmute*    
7. Stop / start video*    
8. Use a virtual background    
9. Navigate between a Zoom meeting and another 

window 
   

10. Change the view    
11. Update Zoom app*    

Use meeting controls 
1. Re-name*    
2. Raise & lower hand*    
3. Use chat*    
4. Use reactions    
5. Turn on closed captions    
6. Annotate on the screen    

Use breakout rooms 
1. Join a breakout room*    
2. Choose a breakout room to join    
3. Ask for help*    
4. Leave a breakout room    

Screensharing 
1. Screenshare a document    
2. Screenshare a photo    
3. Screenshare a website    
4. Screenshare the screen    
5. Screenshare with sound    
6. Stop screensharing    
7. Accept a request for remote control    

Use the whiteboard 
1. Screenshare the white board    
2. Use text and draw    
3. Change colour of text or ink    
4. Use select button to move annotations    
5. Undo / redo    
6. Use eraser    
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Discrete tech tasks ✔ Check which one applies: 
Yes Practice Introduce 

7. Clear    
8. Save a screenshot    
9. Exit the whiteboard    

 

 


