Basic Levels of Technology Skills

Staff

Basic Computer Skills

· Knowledge of the Start Menu in Windows

· How to search for folders and files on a computer

· Internet browsing skills

· Basic search engine knowledge

Basic Email Skills

· Sending and receiving email

· Adding an attachment to an email

· Basic knowledge of Groupwise functions

(For example: setting a rule, using the calendar, 

adding a signature to email)

Micro-application Skills

Basic Word Skills

· Opening a document

· Creating and editing a document

· Saving a document

Basic Excel Skills

· Opening a spreadsheet

· Creating and editing a spreadsheet

· Saving a spreadsheet

Basic PowerPoint Skills

· Opening a presentation

· Creating and editing a presentation

· Saving a presentation

Basic Access Skills

· Basic knowledge of how to navigate and obtain data through a database

Basic Blackboard Skills
· Basic knowledge of what Blackboard is and how to access it (to assist students)

Basic Datatel Skills
· Basic knowledge of what Datatel is and what it is used for

· Basic Datatel navigation skills

Faculty

In addition to the skills listed above, faculty should have the following basic skills:

Basic Webpage knowledge

· How to build one or post to one

In depth knowledge of Blackboard

· Knowledge of key components in Blackboard



(For example: the drop box, discussion board, and assignment manager)

· Online office hours to offer instructor availability for Distance Learning students

· Updating content in a timely manner

· Uploading and downloading files to and from Blackboard

Basic knowledge of Blackboard enhancement tools:

· Video software (for example: Camtasia) 

· Audio software (for example: Audacity)

· Virtual chat rooms (for example: Instant Messengers)

Basic Instructional Design Skills

· A uniformed look for all CCC online courses

· Objectives are lined out

· All key Blackboard components are in use accurately

Assessment

Staff and Faculty

· A basic computer skills course can be taken to acquire the skills they do not have

· Individuals that have these basic computer skills can take a test to test out of taking a computer skills course

· Test can be developed to test individuals on the skills listed under the Staff and Faculty skill listings

Faculty Only

The Blackboard Boot Camp

· Individuals that complete this boot camp, will have a Blackboard certification thus showing that they have in depth Blackboard knowledge

