TECHNOLOGY ASSESSMENT
MEDICAL TRANSCRIPTION 

Please check your level of understanding of each of the technological skills listed in the table below.  This subjective assessment will help you and your advisor to understand your computer skills and whether or not additional training will be needed prior to entry into the Medical Transcription Program. 

Scale: 
No   =  
I do not have any knowledge of this technology skill.  I do not know what 


is being asked.  
Maybe = 
I think I know what is being asked, and I think I will do OK in this area

Yes = 
 
I have skills in this area and I feel confident my abilities

BASICS OF COMPUTER and WINDOWS FUNCTIONS

	No
	Maybe
	Yes
	Technology Skills

	
	
	
	I understand basic computer hardware/software and Windows functions (copy files, find drives, find files, use help functions)

	
	
	
	I understand desktop Management (add desktop shortcuts, clean deleted files, etc...)

	
	
	
	I am able to troubleshoot hardware and software

	
	
	
	I understand basic operations systems management (installing and removing programs)


KEYBOARDING

	No
	Maybe
	Yes
	Technology Skills

	
	
	
	I have basic keyboarding skills (able to use the keyboard without looking)


MICROSOFT WORD
	No
	Maybe
	Yes
	Technology Skills 

	
	
	
	I am able to utilize spell check

	
	
	
	I am able to cut, copy and paste

	
	
	
	I am able to create,  save and retrieve Word documents


INTERNET BASICS
	No
	Yes
	Maybe
	Technology Skills

	
	
	
	I am able to utilize Internet Explorer and different search engines (Yahoo, Google, Lycos, etc...)

	
	
	
	I am able to evaluate websites, including favorites

	
	
	
	I am able to e-mail messages including attachments and links

	
	
	
	I am able to participate in threaded discussions

	
	
	
	I understand electronic communications etiquette
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