Mercer County Community College

Computer Competency Assessment

Date:_____________

Evaluator:______________________
Name:________________________ 

Instructions:  Complete the following 5 part Assessment of your computer competency.  You can earn a maximum of 10 points.  You must complete number 1) before any other part.  You will need a flash drive to complete this exercise.  Complete the following:
1) File management (2 points)
On your flash drive, create a folder called "Competency Assessment" Inside this folder create two other folders, "Word Assessment" and “Literacy Assessment”. 

Visit the Web site www.mccc.edu/info_tech, click on “Computer Competency Assessment” to find the 5 files you need to complete this assessment.
2) Application Software (2 points)


Open and reformat the text file entitled “article” with Microsoft Word to look like the .pdf  file entitled “Books of The Times article” (both files are located in the info_tech web site). Note that it uses various fonts, headers and footers, and has a graphic inserted (the graphic is called “article graphic” and is located on the info_tech web site. 

Save the formatted file to your flash drive in the “Word Assessment” folder and name it “formatted article”.


3) Internet Searching and Web usage (2 points)
Open the file “research topics” from the info_tech web site.  Choose any topic from the list.  Use a Web search engine to find information about this topic.  Copy and paste part of any web page with information about your topic into a Word document.  Cite the source by either referencing the URL (eg: http://www.washingtonpost.com) or by author and publication (eg: Jones, John, “The Power of Dominating Teachers”).

Save the file to your flash drive in the “Literacy Assessment” folder and name it “web research”.

4) Information Literacy / Library database research (2 points)
Logon to EBSCOhost.  Instructions are located at the info_tech web site in the .pdf file “login instructions”.  Find a database article on the same topic as you used in the previous section.  Copy and paste part of the article with information about your topic into a Word document.  Cite the source by using either MLA or APA format.

Save the file to your flash drive in the “Literacy Assessment” folder and name it “ebsco research”.



5) Computer Concepts Fundamentals (2 points)
Take a 20 question Multiple Choice test.


Grading Rubric:
	
	Points

	File Management

2 – Successfully completed most of the tasks.

1 – Struggled to complete most of the tasks.

0 – Could not complete most of the tasks.
	

	Application Software
2 – Successfully completed most of the tasks.
1 – Struggled to complete most of the tasks.

0 – Could not complete most of the tasks.
	

	Information searching and Web useage
2 – Successfully completed most of the tasks.

1 – Struggled to complete most of the tasks.

0 – Could not complete most of the tasks.
	

	Information Literacy

2 – Successfully completed most of the tasks.

1 – Struggled to complete most of the tasks.

0 – Could not complete most of the tasks.
	

	Computer Concepts Fundamentals

2 – 75% or better test score.

1 – 74% - 60% test score.

0 – 59% or less test score.
	

	Final Computer Competency grade
	


Computer Competency = 6 points!

Visit the IT web site at: www.mccc.edu/info_tech to learn about our academic programs
IST101 is taught at Mercer County Community College, Trenton, NJ

