ICT Skills Audit
	Skill/knowledge
	No idea
	Some idea
	Confident

	Open an existing file from a shared area 
	
	
	

	Save a file to the shared area
	
	
	

	Display files using projector and/or interactive whiteboard and/or screen control software
	
	
	

	
	
	
	

	Use a presentation package (PowerPoint) to
	
	
	

	Add, amend and delete text in a slide
	
	
	

	Use Text effects and colour – word art, embossing etc
	
	
	

	Format Background colours and images
	
	
	

	Insert graphics (from clipart or internet), re-size and crop an image
	
	
	

	Insert a sound from file or Internet
	
	
	

	Create a sound file using Sound Recorder
	
	
	

	Insert new slide, reposition slides, delete slides
	
	
	

	View slide show on mouse click
	
	
	

	Insert transitions and animations between slides
	
	
	

	Use the different views available – normal, sorter and slide show
	
	
	

	
	
	
	

	Use a web browser (Internet Explorer) to
	
	
	

	Connect to an Internet site by using its URL
	
	
	

	Navigate around a site
	
	
	

	Access and download appropriate information from the Internet
	
	
	

	Develop selective searches, e.g. using “ ”, and, +
	
	
	

	Bookmark sites and add to favourites 
	
	
	

	Copy and paste information from the Internet
	
	
	

	Understand copyright restrictions
	
	
	

	Use a URL to connect to an Internet site from:
	
	
	

	· an intranet, 
	
	
	

	· from Favorites,
	
	
	

	· from Bookmarks
	
	
	

	· by typing it in directly
	
	
	

	Copy, cut and paste text and graphics from the Internet with due attention to copyright restrictions 
	
	
	

	Make selective searches
	
	
	

	Copy, cut and paste text and graphics between applications.
	
	
	

	
	
	
	

	Use a presentation package (PowerPoint) to
	
	
	

	Add, amend and delete text in a slide
	
	
	

	Use Text effects and colour – word art, embossing etc
	
	
	

	Format Background colours and images
	
	
	

	Insert graphics (from clipart or internet), re-size and crop an image
	
	
	

	Insert new slide, reposition slides, delete slides
	
	
	

	View slide show on mouse click
	
	
	

	Insert transitions and animations between slides
	
	
	

	Use the different views available – normal, sorter and slide show
	
	
	

	
	
	
	

	Use a word processing package (Word) to
	
	
	

	Insert, delete and edit text and images
	
	
	

	Copy, paste and move text and images
	
	
	

	Insert, edit, reposition and resize tables
	
	
	

	Insert, delete, move graphics and picture files
	
	
	


	Use Desktop publishing software (Publisher) to
	
	
	

	Add, amend and delete text
	
	
	

	Use Text effects and colour – word art, embossing etc
	
	
	

	Format Background colours and images
	
	
	

	Copy, paste and move text and images
	
	
	

	Insert, edit, reposition and resize tables
	
	
	

	
	
	
	

	Use a graphics package to
	
	
	

	Open picture files
	
	
	

	Resize, crop and rotate pictures
	
	
	

	Cut, copy and paste pictures
	
	
	

	Understand the difference between different image files e.g. vector-based and bitmapped
	
	
	

	Apply knowledge of different image files e.g. vector-based and bitmapped
	
	
	

	
	
	
	

	Use a scanner to
	
	
	

	Capture images
	
	
	

	Use software to import images into appropriate applications, e.g. Publisher
	
	
	

	
	
	
	

	Use a digital camera to
	
	
	

	Capture video images
	
	
	

	Capture still images (photographs)
	
	
	

	Use software to import images into appropriate applications, e.g. Publisher, Photo Editor, Movie Maker
	
	
	

	
	
	
	

	Use a spreadsheet package (Excel) to
	
	
	

	Enter, amend and delete text and numbers 
	
	
	

	Create formulae 
	
	
	

	Copy a formula or data series along a row and down a column
	
	
	

	Use relative cell references within a data set
	
	
	

	Use absolute cell references within a data set
	
	
	

	Sort data in ascending and descending order using primary and secondary sort functions
	
	
	

	Format data to reflect different data types such as date, percentage, and currency
	
	
	

	Format cells to include bold, italic, or underlined text and change font size
	
	
	

	Change cell border and shading
	
	
	

	Alter position of text alignment and positioning within a cell
	
	
	

	Select non-adjacent columns
	
	
	

	Use Goal Seek…for forecasting values
	
	
	

	Use the RANDBETWEEN function (Excel) or the equivalent function
	
	
	

	Use a data-series to create a graph or chart 
	
	
	

	Change chart types and insert data labels and legends
	
	
	

	Set a print area for a selected group of cells 
	
	
	

	Group worksheets to allow consistent editing of cells in a workbook
	
	
	

	Use the Paste Special…Paste Link commands to create dynamic links between worksheets
	
	
	

	Cut and paste data and graphs from spreadsheet into other applications such as Word and PowerPoint
	
	
	

	Copy and paste cell contents and text pages from web pages to a work sheet
	
	
	

	Change font size, type and colour in a cell and over a range of cells
	
	
	

	Move cell contents by click and drag method
	
	
	

	Use the format menu to select appropriate cell formats such as numbers, with set decimal places, dates, and percentages.   
	
	
	

	Use the format menu to select appropriate cell alignment formats such as left, centre, right, vertical.   
	
	
	

	Format Cell colours and borders 
	
	
	

	Merge cell contents
	
	
	

	Create a graph using the Chart Wizard
	
	
	

	Edit chart elements such as chart type, font, backgrounds, bars and lines, and axis labels and scales
	
	
	

	Rename worksheets (e.g. from Sheet 1 to Input or Process)
	
	
	

	Understand that dynamic links between cells and worksheets can be made 
	
	
	

	Create a web query in a spreadsheet which is dynamic
	
	
	

	Change the URL for the web query by creating a link to a specific cell in the worksheet
	
	
	

	
	
	
	

	Use control software (Flowol) to
	
	
	

	Develop, modify and edit a simple flowchart
	
	
	

	Control a simple event or mimic (e.g. lighthouse)
	
	
	

	Use decisions, loops and procedures
	
	
	

	Use sub –routines
	
	
	

	Use a control box and sensors to model simple control scenarios
	
	
	

	
	
	
	

	Use a datalogger to
	
	
	

	Capture data using sensors remotely or whilst connected to the computer
	
	
	

	Capture, display and analyse data 
	
	
	

	Import data into a spreadsheet or word processing package
	
	
	

	
	
	
	

	Use web authoring software (FrontPage) to
	
	
	

	Create and use style sheets
	
	
	

	Design web pages and websites
	
	
	

	Create and insert an animation (animation software)
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