	Kindergarten Computer Skills Checklist

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Basic Skills
	(
	K
	1
	2
	3
	4
	5

	Turn on/off monitor
	
	I
	
	
	
	
	

	Turn on/off computer
	
	I
	
	
	
	
	

	Log on/off
	
	I
	
	
	
	
	

	Verbally identify computer parts: monitor, keyboard, mouse, central processing unit (CPU)
	
	I
	
	
	
	
	

	Double-click to open programs
	
	I
	
	
	
	
	

	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5

	Use caps lock and shift keys
	
	I
	
	
	
	
	

	Use backspace and delete keys
	
	I
	
	
	
	
	

	Use enter key
	
	I
	
	
	
	
	

	Type first name
	
	I
	
	
	
	
	

	
	
	
	
	
	
	
	

	First Grade Computer Skills Checklist

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Basic Skills
	(
	K
	1
	2
	3
	4
	5

	Turn on/off monitor
	
	I
	M
	
	
	
	

	Turn on/off computer
	
	I
	M
	
	
	
	

	Log on/off
	
	I
	M
	
	
	
	

	Verbally identify computer parts: monitor, keyboard, mouse, central processing unit (CPU)
	
	I
	M
	
	
	
	

	Double-click to open programs
	
	I
	M
	
	
	
	

	Open from and save to individual student folder
	
	
	I
	
	
	
	

	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5

	Use caps lock and shift keys
	
	I
	D
	
	
	
	

	Use backspace and delete keys
	
	I
	D
	
	
	
	

	Use enter key
	
	I
	D
	
	
	
	

	Type first and last name
	
	I
	D
	
	
	
	

	Type simple sentence with capital and period
	
	
	I
	
	
	
	

	Click once to place cursor for editing
	
	
	I
	
	
	
	

	Use exclamation point and question mark
	
	
	I
	
	
	
	

	Print sentences typed and edited in Word
	
	
	I
	
	
	
	

	
	
	
	
	
	
	
	

	Internet Skills
	(
	K
	1
	2
	3
	4
	5

	Click once to follow link to website
	
	
	I
	
	
	
	

	Click links on web page as directed
	
	
	I
	
	
	
	

	
	
	
	
	
	
	
	


	Second Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Internet Skills
	(
	K
	1
	2
	3
	4
	5

	Click once to follow link to website
	
	
	I
	D
	
	
	

	Click links on web page as directed
	
	
	I
	D
	
	
	

	Search for information using search engine
	
	
	
	I
	
	
	

	
	
	
	
	
	
	
	


	Second Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Basic Skills
	(
	K
	1
	2
	3
	4
	5

	Turn on/off monitor
	
	I
	M
	M
	
	
	

	Turn on/off computer
	
	I
	M
	M
	
	
	

	Log on/off
	
	I
	M
	M
	
	
	

	Verbally identify computer parts: monitor, keyboard, mouse, central processing unit (CPU)
	
	I
	M
	M
	
	
	

	Double-click to open programs
	
	I
	M
	M
	
	
	

	Open from and save to individual student folder
	
	
	I
	D
	
	
	

	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5

	Use caps lock and shift keys
	
	I
	D
	D
	
	
	

	Use backspace and delete keys
	
	I
	D
	D
	
	
	

	Use enter key
	
	I
	D
	D
	
	
	

	Type first and last name
	
	I
	D
	D
	
	
	

	Type simple sentence with capital and period
	
	I
	D
	D
	
	
	

	Click once to place cursor for editing
	
	
	I
	D
	
	
	

	Use exclamation point and question mark
	
	
	I
	D
	
	
	

	Print sentences typed and edited in Word
	
	
	I
	D
	
	
	

	Center text with center button
	
	
	
	I
	
	
	

	Change font, size, color of text
	
	
	
	I
	
	
	

	Use Undo button
	
	
	
	I
	
	
	

	Type multiple sentences with space after period
	
	
	
	I
	
	
	

	Highlight text to move, delete, or edit
	
	
	
	I
	
	
	

	
	
	
	
	
	
	
	


	Third Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Basic Skills
	(
	K
	1
	2
	3
	4
	5

	Double-click to open programs 
	
	I
	M
	M
	M
	
	

	Open from and save to individual student folder
	
	
	I
	D
	M
	
	

	Show home row placement for keyboarding
	
	
	
	
	I
	
	

	Practice keyboarding with software
	
	
	
	
	I
	
	

	Save all work often
	
	
	
	
	I
	
	

	Basic troubleshooting: restart, log on/off
	
	
	
	
	I
	
	

	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5

	Use caps lock and shift keys
	
	I
	D
	D
	D
	
	

	Use backspace and delete keys
	
	I
	D
	D
	D
	
	

	Use enter key
	
	I
	D
	D
	D
	
	

	Type first and last name
	
	I
	D
	D
	D
	
	

	Type simple sentence with capital and period
	
	I
	D
	D
	D
	
	

	Click once to place cursor for editing
	
	
	I
	D
	D
	
	

	Use exclamation point and question mark
	
	
	I
	D
	D
	
	

	Print sentences typed and edited in Word
	
	
	I
	D
	D
	
	

	Center text with center button
	
	
	
	I
	D
	
	

	Change font, size, color of text
	
	
	
	I
	D
	
	

	Use Undo button
	
	
	
	I
	D
	
	

	Type multiple sentences with space after period
	
	
	
	I
	D
	
	

	Highlight text to move, delete, or edit
	
	
	
	I
	D
	
	

	Insert clip art image
	
	
	
	I
	D
	
	

	Insert Word Art
	
	
	
	I
	D
	
	

	Use cut, copy, and paste features
	
	
	
	
	I
	
	

	Resize image or graphic
	
	
	
	
	I
	
	

	
	
	
	
	
	
	
	


	Third Grade Computer Skills Checklist

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Internet Skills
	(
	K
	1
	2
	3
	4
	5

	Click once to follow link to website
	
	
	I
	D
	M
	
	

	Click links on web page as directed
	
	
	I
	D
	M
	
	

	Search for information using search engine
	
	
	
	I
	D
	
	

	Type simple web address in address box
	
	
	
	
	I
	
	

	Read search results before clicking link
	
	
	
	
	I
	
	

	
	
	
	
	
	
	
	


	Fourth Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Internet Skills
	(
	K
	1
	2
	3
	4
	5

	Click once to follow link to website
	
	
	I
	D
	M
	M
	

	Click links on web page as directed
	
	
	I
	D
	M
	M
	

	Search for information using search engine
	
	
	
	I
	D
	M
	

	Type simple web address in address box
	
	
	
	
	I
	D
	

	Read search results before clicking link
	
	
	
	
	I
	D
	

	Right-click to copy image & paste in document
	
	
	
	
	
	I
	

	Use forward and back buttons
	
	
	
	
	
	I
	

	
	
	
	
	
	
	
	

	PowerPoint Skills
	(
	K
	1
	2
	3
	4
	5

	Select slide layout
	
	
	
	
	
	I
	

	Insert text and graphics
	
	
	
	
	
	I
	

	Select slide design
	
	
	
	
	
	I
	

	Make a slide presentation—three or more slides
	
	
	
	
	
	I
	

	Add slide transition effects
	
	
	
	
	
	I
	

	Add slide sound effects
	
	
	
	
	
	I
	

	
	
	
	
	
	
	
	

	Excel Skills
	(
	K
	1
	2
	3
	4
	5

	Identify cells, rows, columns
	
	
	
	
	
	I
	

	Enter text and numbers into cells
	
	
	
	
	
	I
	

	Create simple graph or chart for entered data
	
	
	
	
	
	I
	

	Click and drag to highlight a range of cells
	
	
	
	
	
	I
	

	Use AutoSum to total a column
	
	
	
	
	
	I
	

	
	
	
	
	
	
	
	


	Fourth Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Basic Skills
	(
	K
	1
	2
	3
	4
	5

	Double-click to open programs 
	
	I
	M
	M
	M
	M
	

	Open from and save to individual student folder
	
	
	I
	D
	M
	M
	

	Show home row placement for keyboarding
	
	
	
	
	I
	D
	

	Practice keyboarding with software
	
	
	
	
	I
	D
	

	Save all work often
	
	
	
	
	I
	D
	

	Basic troubleshooting: restart, log on/off
	
	
	
	
	I
	D
	

	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5

	Use caps lock and shift keys
	
	I
	D
	D
	D
	M
	

	Use backspace and delete keys
	
	I
	D
	D
	D
	M
	

	Use enter key
	
	I
	D
	D
	D
	M
	

	Type first and last name
	
	I
	D
	D
	D
	M
	

	Type simple sentence with capital and period
	
	I
	D
	D
	D
	M
	

	Click once to place cursor for editing
	
	
	I
	D
	D
	M
	

	Use exclamation point and question mark
	
	
	I
	D
	D
	M
	

	Print sentences typed and edited in Word
	
	
	I
	D
	D
	M
	

	Center text with center button
	
	
	
	I
	D
	D
	

	Change font, size, color of text
	
	
	
	I
	D
	D
	

	Use Undo button
	
	
	
	I
	D
	D
	

	Type multiple sentences with space after period
	
	
	
	I
	D
	D
	

	Highlight text to move, delete, or edit
	
	
	
	I
	D
	D
	

	Insert clip art image
	
	
	
	I
	D
	D
	

	Insert Word Art
	
	
	
	I
	D
	D
	

	Use cut, copy, and paste features
	
	
	
	
	I
	D
	

	Resize image or graphic
	
	
	
	
	I
	D
	

	Add graphic or image from file folder location
	
	
	
	
	
	I
	

	Use thesaurus feature
	
	
	
	
	
	I
	

	Use spell check
	
	
	
	
	
	I
	

	Use draw tools
	
	
	
	
	
	I
	

	
	
	
	
	
	
	
	


	Fifth Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Internet Skills
	(
	K
	1
	2
	3
	4
	5

	Click once to follow link to website
	
	
	I
	D
	M
	M
	M

	Click links on web page as directed
	
	
	I
	D
	M
	M
	M

	Search for information using search engine
	
	
	
	I
	D
	M
	M

	Type simple web address in address box
	
	
	
	
	I
	D
	D

	Read search results before clicking link
	
	
	
	
	I
	D
	D

	Right-click to copy image & paste in document
	
	
	
	
	
	I
	D

	Use forward and back buttons
	
	
	
	
	
	I
	D

	Use internet independently for research
	
	
	
	
	
	
	I

	
	
	
	
	
	
	
	

	PowerPoint Skills
	(
	K
	1
	2
	3
	4
	5

	Select slide layout
	
	
	
	
	
	I
	D

	Insert text and graphics
	
	
	
	
	
	I
	D

	Select slide design
	
	
	
	
	
	I
	D

	Make a slide presentation—three or more slides
	
	
	
	
	
	I
	D

	Add slide transition effects
	
	
	
	
	
	I
	D

	Add slide sound effects
	
	
	
	
	
	I
	D

	
	
	
	
	
	
	
	

	Excel Skills
	(
	K
	1
	2
	3
	4
	5

	Identify cells, rows, columns
	
	
	
	
	
	I
	D

	Enter text and numbers into cells
	
	
	
	
	
	I
	D

	Create simple graph or chart for entered data
	
	
	
	
	
	I
	D

	Click and drag to highlight a range of cells
	
	
	
	
	
	I
	D

	Use AutoSum to total a column
	
	
	
	
	
	I
	D

	
	
	
	
	
	
	
	


	Fifth Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Basic Skills
	(
	K
	1
	2
	3
	4
	5

	Double-click to open programs 
	
	I
	M
	M
	M
	M
	M

	Open from and save to individual student folder
	
	
	I
	D
	D
	D
	M

	Show home row placement for keyboarding
	
	
	
	
	I
	D
	D

	Practice keyboarding with software
	
	
	
	
	I
	D
	D

	Save all work often
	
	
	
	
	I
	D
	D

	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5

	Use caps lock and shift keys
	
	I
	D
	D
	D
	M
	M

	Use backspace and delete keys
	
	I
	D
	D
	D
	M
	M

	Use enter key
	
	I
	D
	D
	D
	M
	M

	Type first and last name
	
	I
	D
	D
	D
	M
	M

	Type simple sentence with capital and period
	
	I
	D
	D
	D
	M
	M

	Click once to place cursor for editing
	
	
	I
	D
	D
	M
	M

	Use exclamation point and question mark
	
	
	I
	D
	D
	M
	M

	Print sentences typed and edited in Word
	
	
	I
	D
	D
	M
	M

	Center text with center button
	
	
	
	I
	D
	D
	D

	Change font, size, color of text
	
	
	
	I
	D
	D
	D

	Use Undo button
	
	
	
	I
	D
	D
	D

	Type multiple sentences with space after period
	
	
	
	I
	D
	D
	D

	Highlight text to move, delete, or edit
	
	
	
	I
	D
	D
	D

	Insert clip art image
	
	
	
	I
	D
	D
	D

	Insert Word Art
	
	
	
	I
	D
	D
	D

	Use cut, copy, and paste features
	
	
	
	
	I
	D
	D

	Resize image or graphic
	
	
	
	
	I
	D
	D

	Add graphic or image from file folder location
	
	
	
	
	
	I
	D

	Use thesaurus feature
	
	
	
	
	
	I
	D

	Use spell check
	
	
	
	
	
	I
	D

	Use draw tools
	
	
	
	
	
	I
	D

	Independently produce multi-page document
	
	
	
	
	
	
	I

	
	
	
	
	
	
	
	


	Fifth Grade Computer Skills Checklist 

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught

	Basic Skills
	(
	K
	1
	2
	3
	4
	5

	Double-click to open programs 
	
	I
	M
	M
	M
	M
	M

	Open from and save to individual student folder
	
	
	I
	D
	D
	D
	M

	Show home row placement for keyboarding
	
	
	
	
	I
	D
	D

	Practice keyboarding with software
	
	
	
	
	I
	D
	D

	Save all work often
	
	
	
	
	I
	D
	D

	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5

	Use caps lock and shift keys
	
	I
	D
	D
	D
	M
	M

	Use backspace and delete keys
	
	I
	D
	D
	D
	M
	M

	Use enter key
	
	I
	D
	D
	D
	M
	M

	Type first and last name
	
	I
	D
	D
	D
	M
	M

	Type simple sentence with capital and period
	
	I
	D
	D
	D
	M
	M

	Click once to place cursor for editing
	
	
	I
	D
	D
	M
	M

	Use exclamation point and question mark
	
	
	I
	D
	D
	M
	M

	Print sentences typed and edited in Word
	
	
	I
	D
	D
	M
	M

	Center text with center button
	
	
	
	I
	D
	D
	D

	Change font, size, color of text
	
	
	
	I
	D
	D
	D

	Use Undo button
	
	
	
	I
	D
	D
	D

	Type multiple sentences with space after period
	
	
	
	I
	D
	D
	D

	Highlight text to move, delete, or edit
	
	
	
	I
	D
	D
	D

	Insert clip art image
	
	
	
	I
	D
	D
	D

	Insert Word Art
	
	
	
	I
	D
	D
	D

	Use cut, copy, and paste features
	
	
	
	
	I
	D
	D

	Resize image or graphic
	
	
	
	
	I
	D
	D

	Add graphic or image from file folder location
	
	
	
	
	
	I
	D

	Use thesaurus feature
	
	
	
	
	
	I
	D

	Use spell check
	
	
	
	
	
	I
	D

	Use draw tools
	
	
	
	
	
	I
	D

	Independently produce multi-page document
	
	
	
	
	
	
	I

	
	
	
	
	
	
	
	


	Sixth Grade Computer Skills Checklist 
	

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught
	

	Basic Skills
	(
	K
	1
	2
	3
	4
	5
	6

	Double-click to open programs 
	
	I
	M
	M
	M
	M
	M
	M

	Open from and save to individual student folder
	
	
	I
	D
	D
	D
	M
	M

	Show home row placement for keyboarding
	
	
	
	
	I
	D
	D
	M

	Practice keyboarding with software
	
	
	
	
	I
	D
	D
	M

	Save all work often
	
	
	
	
	I
	D
	D
	M

	
	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5
	6

	Use caps lock and shift keys
	
	I
	D
	D
	D
	M
	M
	

	Use backspace and delete keys
	
	I
	D
	D
	D
	M
	M
	

	Use enter key
	
	I
	D
	D
	D
	M
	M
	

	Type first and last name
	
	I
	D
	D
	D
	M
	M
	

	Type simple sentence with capital and period
	
	I
	D
	D
	D
	M
	M
	

	Click once to place cursor for editing
	
	
	I
	D
	D
	M
	M
	

	Use exclamation point and question mark
	
	
	I
	D
	D
	M
	M
	

	Print sentences typed and edited in Word
	
	
	I
	D
	D
	M
	M
	

	Center text with center button
	
	
	
	I
	D
	D
	D
	

	Change font, size, color of text
	
	
	
	I
	D
	D
	D
	

	Use Undo button
	
	
	
	I
	D
	D
	D
	

	Type multiple sentences with space after period
	
	
	
	I
	D
	D
	D
	

	Highlight text to move, delete, or edit
	
	
	
	I
	D
	D
	D
	

	Insert clip art image
	
	
	
	I
	D
	D
	D
	

	Insert Word Art
	
	
	
	I
	D
	D
	D
	

	Use cut, copy, and paste features
	
	
	
	
	I
	D
	D
	

	Resize image or graphic
	
	
	
	
	I
	D
	D
	

	Add graphic or image from file folder location
	
	
	
	
	
	I
	D
	

	Use thesaurus feature
	
	
	
	
	
	I
	D
	

	Use spell check
	
	
	
	
	
	I
	D
	

	Use draw tools
	
	
	
	
	
	I
	D
	

	Independently produce multi-page document
	
	
	
	
	
	
	I
	

	
	
	
	
	
	
	
	
	


	Sixth Grade Computer Skills Checklist 
	

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught
	

	Internet Skills
	(
	K
	1
	2
	3
	4
	5
	6

	Click once to follow link to website
	
	
	I
	D
	M
	M
	M
	M

	Click links on web page as directed
	
	
	I
	D
	M
	M
	M
	M

	Search for information using search engine
	
	
	
	I
	D
	M
	M
	M

	Type simple web address in address box
	
	
	
	
	I
	D
	D
	M

	Read search results before clicking link
	
	
	
	
	I
	D
	D
	M

	Right-click to copy image & paste in document
	
	
	
	
	
	I
	D
	M

	Use forward and back buttons
	
	
	
	
	
	I
	D
	M

	Use internet independently for research
	
	
	
	
	
	
	I
	D

	
	
	
	
	
	
	
	
	

	PowerPoint Skills
	(
	K
	1
	2
	3
	4
	5
	6

	Select slide layout
	
	
	
	
	
	I
	D
	M

	Insert text and graphics
	
	
	
	
	
	I
	D
	M

	Select slide design
	
	
	
	
	
	I
	D
	M

	Make a slide presentation—three or more slides
	
	
	
	
	
	I
	D
	M

	Add slide transition effects
	
	
	
	
	
	I
	D
	M

	Add slide sound effects
	
	
	
	
	
	I
	D
	M

	
	
	
	
	
	
	
	
	

	Excel Skills
	(
	K
	1
	2
	3
	4
	5
	6

	Identify cells, rows, columns
	
	
	
	
	
	I
	D
	M

	Enter text and numbers into cells
	
	
	
	
	
	I
	D
	M

	Create simple graph or chart for entered data
	
	
	
	
	
	I
	D
	M

	Click and drag to highlight a range of cells
	
	
	
	
	
	I
	D
	M

	Use AutoSum to total a column
	
	
	
	
	
	I
	D
	M

	
	
	
	
	
	
	
	
	


	Seventh Grade Computer Skills Checklist 
	
	

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught
	
	

	Basic Skills
	(
	K
	1
	2
	3
	4
	5
	6
	7

	Double-click to open programs 
	
	I
	M
	M
	M
	M
	M
	M
	

	Open from and save to individual student folder
	
	
	I
	D
	D
	D
	M
	M
	

	Show home row placement for keyboarding
	
	
	
	
	I
	D
	D
	M
	

	Practice keyboarding with software
	
	
	
	
	I
	D
	D
	M
	

	Save all work often
	
	
	
	
	I
	D
	D
	M
	

	
	
	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5
	6
	7

	Use caps lock and shift keys
	
	I
	D
	D
	D
	M
	M
	
	

	Use backspace and delete keys
	
	I
	D
	D
	D
	M
	M
	
	

	Use enter key
	
	I
	D
	D
	D
	M
	M
	
	

	Type first and last name
	
	I
	D
	D
	D
	M
	M
	
	

	Type simple sentence with capital and period
	
	I
	D
	D
	D
	M
	M
	
	

	Click once to place cursor for editing
	
	
	I
	D
	D
	M
	M
	
	

	Use exclamation point and question mark
	
	
	I
	D
	D
	M
	M
	
	

	Print sentences typed and edited in Word
	
	
	I
	D
	D
	M
	M
	
	

	Center text with center button
	
	
	
	I
	D
	D
	D
	
	

	Change font, size, color of text
	
	
	
	I
	D
	D
	D
	
	

	Use Undo button
	
	
	
	I
	D
	D
	D
	
	

	Type multiple sentences with space after period
	
	
	
	I
	D
	D
	D
	
	

	Highlight text to move, delete, or edit
	
	
	
	I
	D
	D
	D
	
	

	Insert clip art image
	
	
	
	I
	D
	D
	D
	
	

	Insert Word Art
	
	
	
	I
	D
	D
	D
	
	

	Use cut, copy, and paste features
	
	
	
	
	I
	D
	D
	
	

	Resize image or graphic
	
	
	
	
	I
	D
	D
	
	

	Add graphic or image from file folder location
	
	
	
	
	
	I
	D
	
	

	Use thesaurus feature
	
	
	
	
	
	I
	D
	
	

	Use spell check
	
	
	
	
	
	I
	D
	
	

	Use draw tools
	
	
	
	
	
	I
	D
	
	

	Independently produce multi-page document
	
	
	
	
	
	
	I
	
	

	
	
	
	
	
	
	
	
	
	


	Seventh Grade Computer Skills Checklist 
	
	

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught
	
	

	Internet Skills
	(
	K
	1
	2
	3
	4
	5
	6
	7

	Click once to follow link to website
	
	
	I
	D
	M
	M
	M
	M
	

	Click links on web page as directed
	
	
	I
	D
	M
	M
	M
	M
	

	Search for information using search engine
	
	
	
	I
	D
	M
	M
	M
	

	Type simple web address in address box
	
	
	
	
	I
	D
	D
	M
	

	Read search results before clicking link
	
	
	
	
	I
	D
	D
	M
	

	Right-click to copy image & paste in document
	
	
	
	
	
	I
	D
	M
	

	Use forward and back buttons
	
	
	
	
	
	I
	D
	M
	

	Use internet independently for research
	
	
	
	
	
	
	I
	D
	

	
	
	
	
	
	
	
	
	
	

	PowerPoint Skills
	(
	K
	1
	2
	3
	4
	5
	6
	

	Select slide layout
	
	
	
	
	
	I
	D
	M
	

	Insert text and graphics
	
	
	
	
	
	I
	D
	M
	

	Select slide design
	
	
	
	
	
	I
	D
	M
	

	Make a slide presentation—three or more slides
	
	
	
	
	
	I
	D
	M
	

	Add slide transition effects
	
	
	
	
	
	I
	D
	M
	

	Add slide sound effects
	
	
	
	
	
	I
	D
	M
	

	
	
	
	
	
	
	
	
	
	

	Excel Skills
	(
	K
	1
	2
	3
	4
	5
	6
	

	Identify cells, rows, columns
	
	
	
	
	
	I
	D
	M
	

	Enter text and numbers into cells
	
	
	
	
	
	I
	D
	M
	

	Create simple graph or chart for entered data
	
	
	
	
	
	I
	D
	M
	

	Click and drag to highlight a range of cells
	
	
	
	
	
	I
	D
	M
	

	Use AutoSum to total a column
	
	
	
	
	
	I
	D
	M
	

	
	
	
	
	
	
	
	
	
	


	Eighth Grade Computer Skills Checklist 
	
	
	

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught
	
	
	

	Basic Skills
	(
	K
	1
	2
	3
	4
	5
	6
	7
	8

	Double-click to open programs 
	
	I
	M
	M
	M
	M
	M
	M
	
	

	Open from and save to individual student folder
	
	
	I
	D
	D
	D
	M
	M
	
	

	Show home row placement for keyboarding
	
	
	
	
	I
	D
	D
	M
	
	

	Practice keyboarding with software
	
	
	
	
	I
	D
	D
	M
	
	

	Save all work often
	
	
	
	
	I
	D
	D
	M
	
	

	
	
	
	
	
	
	
	
	
	
	

	Word Processing Skills
	(
	K
	1
	2
	3
	4
	5
	6
	
	

	Use caps lock and shift keys
	
	I
	D
	D
	D
	M
	M
	
	
	

	Use backspace and delete keys
	
	I
	D
	D
	D
	M
	M
	
	
	

	Use enter key
	
	I
	D
	D
	D
	M
	M
	
	
	

	Type first and last name
	
	I
	D
	D
	D
	M
	M
	
	
	

	Type simple sentence with capital and period
	
	I
	D
	D
	D
	M
	M
	
	
	

	Click once to place cursor for editing
	
	
	I
	D
	D
	M
	M
	
	
	

	Use exclamation point and question mark
	
	
	I
	D
	D
	M
	M
	
	
	

	Print sentences typed and edited in Word
	
	
	I
	D
	D
	M
	M
	
	
	

	Center text with center button
	
	
	
	I
	D
	D
	D
	
	
	

	Change font, size, color of text
	
	
	
	I
	D
	D
	D
	
	
	

	Use Undo button
	
	
	
	I
	D
	D
	D
	
	
	

	Type multiple sentences with space after period
	
	
	
	I
	D
	D
	D
	
	
	

	Highlight text to move, delete, or edit
	
	
	
	I
	D
	D
	D
	
	
	

	Insert clip art image
	
	
	
	I
	D
	D
	D
	
	
	

	Insert Word Art
	
	
	
	I
	D
	D
	D
	
	
	

	Use cut, copy, and paste features
	
	
	
	
	I
	D
	D
	
	
	

	Resize image or graphic
	
	
	
	
	I
	D
	D
	
	
	

	Add graphic or image from file folder location
	
	
	
	
	
	I
	D
	
	
	

	Use thesaurus feature
	
	
	
	
	
	I
	D
	
	
	

	Use spell check
	
	
	
	
	
	I
	D
	
	
	

	Use draw tools
	
	
	
	
	
	I
	D
	
	
	

	Independently produce multi-page document
	
	
	
	
	
	
	I
	
	
	

	
	
	
	
	
	
	
	
	
	
	


	Eighth Grade Computer Skills Checklist 
	
	
	

	I: Introduced • D: Developing • M: Mastered •  ( Check when taught
	
	
	

	Internet Skills
	(
	K
	1
	2
	3
	4
	5
	6
	7
	8

	Click once to follow link to website
	
	
	I
	D
	M
	M
	M
	M
	
	

	Click links on web page as directed
	
	
	I
	D
	M
	M
	M
	M
	
	

	Search for information using search engine
	
	
	
	I
	D
	M
	M
	M
	
	

	Type simple web address in address box
	
	
	
	
	I
	D
	D
	M
	
	

	Read search results before clicking link
	
	
	
	
	I
	D
	D
	M
	
	

	Right-click to copy image & paste in document
	
	
	
	
	
	I
	D
	M
	
	

	Use forward and back buttons
	
	
	
	
	
	I
	D
	M
	
	

	Use internet independently for research
	
	
	
	
	
	
	I
	D
	
	

	
	
	
	
	
	
	
	
	
	
	

	PowerPoint Skills
	(
	K
	1
	2
	3
	4
	5
	6
	
	

	Select slide layout
	
	
	
	
	
	I
	D
	M
	
	

	Insert text and graphics
	
	
	
	
	
	I
	D
	M
	
	

	Select slide design
	
	
	
	
	
	I
	D
	M
	
	

	Make a slide presentation—three or more slides
	
	
	
	
	
	I
	D
	M
	
	

	Add slide transition effects
	
	
	
	
	
	I
	D
	M
	
	

	Add slide sound effects
	
	
	
	
	
	I
	D
	M
	
	

	
	
	
	
	
	
	
	
	
	
	

	Excel Skills
	(
	K
	1
	2
	3
	4
	5
	6
	
	

	Identify cells, rows, columns
	
	
	
	
	
	I
	D
	M
	
	

	Enter text and numbers into cells
	
	
	
	
	
	I
	D
	M
	
	

	Create simple graph or chart for entered data
	
	
	
	
	
	I
	D
	M
	
	

	Click and drag to highlight a range of cells
	
	
	
	
	
	I
	D
	M
	
	

	Use AutoSum to total a column
	
	
	
	
	
	I
	D
	M
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