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My digital skills
Digital skills assessment tool

Guidelines for the test
The test takes place on a computer.
· In the tool file, on the last page, add your email address so that they can send you their answers when they have finished the test
· Then send or share with them the test document + the Excel file "EU 2019" (editable version available on the project website)
The learner must open the document (alone, on instruction or open it with them to read it) and complete the requested exercises. The computer must have an Internet connection.  
We do not recommend a time limit for the assessment, as this can vary greatly depending on the profile and level of the learner. We recommend that you gauge a duration and try to give them an estimate of time. This can vary greatly, depending on the level of the learner. An approximation can be placed at about 1h30 to 2h for the completion of all the exercises. 
Remember to reassure them that this is not an evaluation. Explain to them the conditions and objectives for achieving this positioning: to situate their skills, to adapt the training.
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My digital skills
This is a digital skills assessment, consisting of questions and exercises to practice and assess your digital skills. Take your time to answer, and do not hesitate to call on a trainer if you need help to understand a question or complete an exercise.
DIGITAL ENVIRONMENT
1. What is the name of these computer parts and peripheral? Write the number in the corresponding case.
1. Computer        2. Mouse        3. Keyboard      4. USB Key      5. Printer
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	N°…
	…
	…
	…
	…



2. On which icon do you need to click to…
· Print :
· Finding or filing a document :
· Turn off the computer :
· Close a file or a page :
· Open a text document :
· Connect your computer to the Internet :
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3. Is there a printer associated with this computer ? ...
· If that is the case, what is its name ? …..
4. What is the name of the Internet network this computer is connected to ? .....
· Is it a Wifi or Ethernet cable connection ? …..
5. On this computer, in the Files, create a New folder and name it ICT ASSESSMENT.

INFO SEARCH
1. By searching on the Internet, answer the following questions:
· In what year was Robert Schuman, the founder of the European Union, born?
· What is the URL link of the European Parliament's website?
· What is the physical address of the European Parliament in Brussels?
· How far is the European Parliament in Brussels from the European Parliament in Strasbourg? 

2. Which search engine did you use to answer these questions? ………..
3. Search for the European flag on the internet, then insert in this frame:
	


 

4. Go on this website : https://europarl.europa.eu/visiting/en/digital/online-resources to download the leaflet from the House of European history. Save it in the ICT Assessment folder you just created. 


COMMUNICATION
1. Which software or app would you use… 
· To have a video call
	
	Yes
	No
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	☐	☐
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	☐	☐


· To send an email
	
	Yes
	No
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	☐	☐
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· To share or send pictures to your family 

	
	Yes
	No
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· To attach files to an email
	
	Yes
	No
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	☐	☐
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2. Writing an email:
You want to organise an outing with your friends to the zoo next weekend. To save time, you make a reservation by e-mail. In total, there will be 5 people.
Write an e-mail below to make a reservation, addressed to contact@lezoo.eu.
	Send
	To
	

	
	Cc.
	

	
	Subject
	

	








CONTENT CREATION
1. Add the page number in the pages’ footer.

2. Execute the following manipulations:
	On the text in the right frame, change the text into the Times New Roman font in size 10.
Put the text in bold and italic. 
	Van Helsing and I arrived at Hillingham at eight o’clock. It was a lovely morning; the bright sunshine and all the fresh feeling of early autumn seemed like the completion of nature’s annual work. 

	Center the text and colour it red.
	We left in pretty good time, and came after nightfall to Klausenburgh. Here I stopped for the night at the Hotel Royale. I had for dinner, or rather supper, a chicken done up some way with red pepper, which was very good but thirsty. I asked the waiter, and he said it was called “paprika hendl,” and that, as it was a national dish, I should be able to get it anywhere along the Carpathians.

	Reproduce, in the empty box on the right, the text below and respect its formatting.

For a delicious vanilla cake, you will need:
· 250 grams of flour
· 250 grams of sugar
· 250 gram of soft butter
· 4 eggs
· 1 vanilla bean

If you follow my recipe, it’s 100% guaranteed success!
	



3. Reproduce the table below for the month of June 2020. In your new table, add a row for a new learner called Nicolas. Then, merge the two Internship cases for Nicolas. 
	MAY 2020
	Digital training
	Reading workshop
	Internship 1
	Internship 2

	Nadia
	30h
	25h
	0h
	60h

	Pablo
	10h
	30h
	120h
	60h



SPREADSHEET
1. Open the « UE 2019 » document and answer the following questions: 
· When filtering the Capitals by alphabetical order, what is the last country of the list?.....
· When filtering the adhesion dates to hide the country that joined the European Union in 2013, how many countries are left in the list? …….

2. [image: ]Create a new spreadsheet document to recreate the table right below:



Then, do the following: 
· Use the Sum formula to calculate the total of Entries (B10) and the total of Expenditures (D10).
· Establish a formula to calculate what is left at the end of the month (D12).



3. Save it in your ICT Assessment 2020 folder by naming it « Budget Exercise ».


SAFETY & PRIVACY
1. Is there an antivirus software on this computer? 
· If so, what is its name?
2. Say you need to create a new email account and want to use the safest password, to make sure no one can access your account. Which password would you use in the list below?
· A. carol82
· B. c@rol82
· C. LmAet5!
3. Read the following sentences. Choose Yes or No if you agree, or not, with the decision that was taken.
	
	YES
	NO

	I got an email from the bank agency requesting my credit card secret code.  I answer by sending them my code. 
	☐	☐
	I received an email from a well know company, but from an unknown email adress. They ask me to click on a link to update my client info.  I can trust the company and click on the link safely. 
	☐	☐
	I received an email from an unknown email address telling me I won a prize. The email contains a document in attachment.  I delete the email and block its sender.
	☐	☐
	On Facebook, I can post my personal address safely.
	☐	☐
	For my computer battery to last, I plug the computer on the power outlet all the time. 
	☐	☐
	My neighbour just posted a news article on Facebook.  I check if the info is right before I trust it, by comparing it to other news sources.
	☐	☐
	When finding a random image or a picture in the Internet, I cannot necessarily modify and use it freely.
	☐	☐
	Under an Instagram post, someone asks me to post my email address and password to take part to a giveaway.  I comment with the info and cross my finger for the giveaway.
	☐	☐
	I am at the beach and I just took a nice picture of the sea. On the picture, there are some people I don’t personally know and their children playing in the sand.  I post it on Facebook and Instagram so that all my friends can see it.
	☐	☐



TO CONCLUDE…
When you completed all exercises: 
1. Take a screenshot of your ICT Assessment folder and insert it here: 









2. Save this document in PDF, by naming it “Digital assessment – your name”. Save it in your ICT Assessment folder.


3. Send an email to (HERE, ADD THE TRAINER EMAIL) with this document (the PDF version) + your Budget Exercise spreadsheet. 
In the “Subject” line of the mail, write your name + Digital assessment.
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Salaire

Total rentrées

1

1.800,00 € Loyer et charges
Alimentation
Transports
Loisirs et sorties
Vétements
Santé (médicaments, ...)
Divers

Total dépenses

850,00 €
400,00 €
100,00 €
50,00 €
50,00 €
45,00 €
50,00 €
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INTELLECTUAL OUTPUT 1
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