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Basic Technical Skills

· Use keyboard to enter information, including special features (e.g. caps lock, insert) 

· Use mouse effectively 

· Use a windows environment effectively (e.g. opening and using multiple
windows; cutting, copying, and pasting between windows; minimizing
and maximizing windows) 

· Save files to hard drive and disk 

· Know what a virus is, and how to screen for and remove a virus 

· Use folders and subdirectories to organize information 

· Use toolbars and menu bars with pop-down windows 

· Use Start to find desired applications and to shut down 

· Use the Office 97 suite of software 

· Operate a printer (e.g. print, add paper, clear minor paper jams) 

 

Basic Searching Skills

· Understand your information need (e.g. assignment, research problem, personal need) 

· Identify and select appropriate tools to meet your information need (e.g. the Internet, database, a traditional print source) 

· Formulate an effective search strategy and perform it in a variety of tools 

· Refine the results of your search strategy (e.g. limit by date) 

· Understand the differences between and uses for subject and keyword searching 

· Select subject terms and/or keywords appropriate to the tool being used 

· Use Boolean connectors effectively 

· Use truncation effectively 

· Select results to download, print, or e-mail 

