Getting the Most Out of Online Communities

Checklist
Name:

Site:

	Please use this checklist during our group discussion to provide important feedback for additional support and training. Mark ‘Yes’ or ‘No’ for each statement.

	
	Yes
	No

	1. If I do not have access to my laptop for some reason, I will have no difficulty switching from one computer system to another to access the online community.


	
	

	2. If I decide to go to the online community away from the site, I do have access to a high speed connection.


	
	

	3. I know how to use the Start menu to check All Programs and determine what software is installed on a computer.


	
	

	4.  I know how to open a browser and enter a URL (uniform resource locator).

	
	

	5.  I know how to use the Back button.

	
	

	6.  I know how to use the Forward button.

	
	

	7.  I know how to open and use more than one browser window at a time.


	
	

	8.  I know how to add a site to Favorites or Bookmarks.


	
	

	9.  I know how to access and use a search engine (e.g., Google or Alta Vista).


	
	

	10. I know how to compose and send an e-mail message.


	
	

	11.  I know how to embed a URL in the body of an e-mail message.


	
	

	12.  I know how to attach an application file (e.g., Word, Excel, PowerPoint) to an e-mail.


	
	

	13. I know how to download and open a file attachment.


	
	

	14.  I know how to locate files I have downloaded.


	
	

	15.  I know how to open and save a new application file.


	
	

	16. I know how to locate application files I have saved previously.


	
	

	17.  I know how to enter text or data in an application file.


	
	


