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This tool is designed to help you to assess your information technology skills and to develop short-term goals for learning something new in the next few months that can enhance your role as an educator.   

Rate yourself on how successfully you can complete the following skills:

1 I have never done this before

2 I could do this with help

3 I can do this alone, but might make some mistakes

4 I can do this alone with confidence

5 I can teach others to do this skill
	
	Never Done
	With Help
	Alone
	Confident
	Can Teach Others

	Word Processing, i.e. Microsoft Word 
	
	
	
	
	

	I can cut and paste text within a document
	1
	2
	3
	4
	5

	I can change font size, style, and color
	1
	2
	3
	4
	5

	I can create bulleted or numbered lists
	1
	2
	3
	4
	5

	I can create a table and adjust columns and rows
	1
	2
	3
	4
	5

	I can create a hyperlink
	1
	2
	3
	4
	5

	Spreadsheets, i.e. Microsoft Excel
	
	
	
	
	

	I can create a new table (spreadsheet)
	1
	2
	3
	4
	5

	I can use math functions (e.g. sum, mean, percent)
	1
	2
	3
	4
	5

	I can create a graph and adjust the properties
	1
	2
	3
	4
	5

	Presentations, i.e. Microsoft PowerPoint
	
	
	
	
	

	I can create handouts from the presentation 
	1
	2
	3
	4
	5

	I can change font size, style, and color
	1
	2
	3
	4
	5

	I can insert a picture or ClipArt
	1
	2
	3
	4
	5

	I can create graphics with the drawing tool
	1
	2
	3
	4
	5

	I can animate graphics on one slide
	1
	2
	3
	4
	5

	I can insert an audio file and have it play
	1
	2
	3
	4
	5

	I can insert a video file and have it play
	1
	2
	3
	4
	5

	I can create a hyperlink that works
	1
	2
	3
	4
	5

	I can narrate a PowerPoint presentation
	1
	2
	3
	4
	5

	E-mail, i.e. Microsoft Outlook
	
	
	
	
	

	I can open and print an email attachment
	1
	2
	3
	4
	5

	I can describe principles of good email etiquette
	1
	2
	3
	4
	5

	I can use the Calendar function to assist in time management
	1
	2
	3
	4
	5

	I can file pertinent emails within Outlook or another place on own computer
	1
	2
	3
	4
	5

	Internet or World Wide Web
	
	
	
	
	

	I can use a search engine 
	1
	2
	3
	4
	5

	I can create a wiki 
	1
	2
	3
	4
	5

	I can use a blog
	
	
	
	
	

	I can create a blog
	1
	2
	3
	4
	5

	I can use a social network site
 (e.g. Facebook, MySpace)
	1
	2
	3
	4
	5

	I can use an online survey tool to collect my own data  (e.g. Survey Monkey, Zoomerang)
	1
	2
	3
	4
	5

	I can create a website
	1
	2
	3
	4
	5

	I can insert an audio file, image, video, and podcast onto a website
	1
	2
	3
	4
	5


	File Management and Archiving
	
	
	
	
	

	I can save a file from any software program and be able to locate that file again
	1
	2
	3
	4
	5

	I can search and find a “missing” file on my desktop
	1
	2
	3
	4
	5

	I can create new folders on my desktop
	1
	2
	3
	4
	5

	I can save a file to an external data source (e.g. USB drive, CD, DVD)
	1
	2
	3
	4
	5

	I can install new software programs onto my computer
	1
	2
	3
	4
	5

	Media Files
	
	
	
	
	

	I can create a podcast
	1
	2
	3
	4
	5

	I can edit an audio recording
	1
	2
	3
	4
	5

	I can create a video recording
	1
	2
	3
	4
	5

	I can edit a video recording
	1
	2
	3
	4
	5

	I can upload a video to the web (e.g. with YouTube)
	1
	2
	3
	4
	5

	I can download a video from the web (e.g. with YouTube)
	1
	2
	3
	4
	5

	I can edit a digital photo, including cropping and resizing
	1
	2
	3
	4
	5

	I can convert an audio or video file from one format to another
	1
	2
	3
	4
	5

	I can use a scanner to create a digital image
	1
	2
	3
	4
	5

	I can use a webcam 
	1
	2
	3
	4
	5

	Course Management Programs 
(e.g. Blackboard, Moodle)
	
	
	
	
	

	I can create a new course
	1
	2
	3
	4
	5

	I can add students to a course
	1
	2
	3
	4
	5

	I can upload supporting teaching materials to a course
	1
	2
	3
	4
	5

	Databases  (e.g. SQL, Oracle)
	
	
	
	
	

	I can organize my data for entry importing into a database 
	1
	2
	3
	4
	5

	I can create, manipulate and use a database to develop usable results.
	1
	2
	3
	4
	5

	Statistical Programs (e.g. Excel, SAS)
	
	
	
	
	

	I can organize my data for entry importing into a statistical program 
	1
	2
	3
	4
	5

	I can create, manipulate and use a the statistical program to develop usable results
	1
	2
	3
	4
	5

	I can use the built-in or online help functions to assist me when I have a problem with the statistical program 
	1
	2
	3
	4
	5

	I can use the build-in or online help functions to assist me when I don't understand the results that are generated
	1
	2
	3
	4
	5


	Internet Database Searching

(e.g. PubMed,  Online Mendelian Inheritance of Man)
	
	
	
	
	

	I can use Limit or similar features to improve the precision of my search, i.e. limit the papers to children, review articles, EBM articles only
	1
	2
	3
	4
	5

	When I don't get relevant results, I can use the Details or similar feature to see how the program translated my search terms to refine my search 
	1
	2
	3
	4
	5

	I know where to find MeSH terms to improve my searching
	1
	2
	3
	4
	5

	I can save my search parameters to use again in the future, i.e. do the same search monthly
	1
	2
	3
	4
	5

	I can use search engines to find only evidence-based medicine results, i.e. GoogleScholar, SearchingPediatrics.com 
	1
	2
	3
	4
	5

	On-line publishing
	
	
	
	
	

	I can submit to MedEdPortal
	1
	2
	3
	4
	5

	I can submit to MedEdOnline
	1
	2
	3
	4
	5

	I can submit to HEAL
	1
	2
	3
	4
	5

	I can submit to MERLOT
	1
	2
	3
	4
	5

	I can submit an abstract or manuscript on-line through a commercial publisher
	1
	2
	3
	4
	5

	Document Sharing 
(e.g. Xythos Enterprise Document management; Google Docs)
	
	
	
	
	

	I know how to use this 
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5


     MY INFORMATION TECHNOLOGY GOALS 
	
	A New Skill For Me
	Necessary Steps For 
Reaching My Goal
	Target Date 

	1
	
	
	

	2
	
	
	

	3
	
	
	


This tool was initially developed January 2009 for use with two faculty development programs:  
an intersession module on Educational Technology for the Educational Scholars Program of the Academic Pediatric Association;
 and the application process for ADAPT (Any Day Any Time Teaching) at the University of Texas Medical Branch.
It is shared, may be duplicated, can be re-created for online entry, and may be modified to meet your needs (with credit please).   
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