
CON 251 
COMPETENCY LEVEL SURVEY 

Semester _________ Year ____ Section _______ 
 

NAME: ___________________ 
 
 
 
 

THIS QUESTIONNAIRE IS NOT A TEST AND WILL NOT AFFECT YOUR 
GRADE. 

 
READ CAREFULLY BEFORE YOU START MARKING YOUR ANSWERS! 

 
 
This survey is administered twice during the semester:  
1. At the beginning of the semester it measures the entry-level competency of the class. 

Based on the results of the survey I will select the subjects to be taught during the
semester. Not all the subjects included in the survey will be covered. I chose the
subjects based on what the class already knows, importance, and time it takes to
cover.  

2. At the end of the semester, the survey measures how effective you think the class was.
This helps me improving the class for the following semesters. Regard it as a courtesy
to your younger colleagues. In addition to marking if the topic is known or not, I am
also asking you to assign a value of importance for the topic, from 1 to 5. 1 means you
think the topic is not at all important, 5 means the subject is very important.  

 
Special space is provided at the end of the questionnaire for your comments regarding 
programs or concepts you would like to include in this course, as well as other comments 
you would like to make.  
 
 
Thank You  
 
Dr. Avi Wiezel 
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HARDWARE
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know the meaning of the term ISA BUS ?.

2 Do you know the meaning of the term VGA ?.

3 Do you know the meaning of the term pixel ?.

4 Do you know the meaning of the term color depth ?.

5 Do you know the meaning of the term ASCII ?.

6 Do you know the meaning of the term baud rate ?.

7 Do you know what is a Modem ?.

8 Do you know the meaning of the term RAM ?.

9 Do you know the meaning of the term  ROM ?.

10 Do you know the meaning of the term CPU ?.

11 Do you know the meaning of the term PCMCIA ?.

12 Do you know the meaning of the term "bit" ?.

13 Do you know to compare the speed of different comput.

14 Do you know the meaning of the term cache memory?.

15 What is the "clock" of a computer responsible for?.

16 What is the size of the word on an AT bus?.

17 Do you know the meaning of the term AT bus?.

18 Do you know the meaning of the term PCI bus?.

INTERNET/PUBLICATION
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know what is HTML?.

2 Do you know how to create a homepage?.

3 Do you know how to format a homepage?.

4 Do you know how to add images to a homepage?.

5 Do you know how to add animated images to a homepa.

6 Do you know what Java is?.

7 Do you know how to add Java to a homepage?.

INTERNET/SURFING
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Are you familiar with the Internet?.
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INTERNET/SURFING
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

2 Have you ever explored the World Wide Web?.

3 Do you know what a URL is?.

4 Do you know how to use search engines?.

5 Do you know how to go to a specific address?.

6 Do you know how to assess the value of a Web page (g.

MULTIMEDIA / Basic Skills
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Are you familiar with multimedia?.

2 Do you know how to record sound?.

3 Do you know how to scan images?.

4 Do you know how to capture still images from a video.

5 Do you know how to edit pictures?.

6 Do you know how to calculate the size of an image?.

7 What is the required resolution for an image to be show.

8 How to make a decision about the size of the file you w.

MS WORD/Basic Skills
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Are you familiar with Microsoft Word?.

2 Do you know how to display and hide toolbars?.

3 Do you know the difference between section breaks an.

4 Do you know how to use page breaks?.

5 Do you know how to use section breaks?.

MS WORD/Formating
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know the difference between styles and fonts?.

2 Do you know what styles are?.

3 Do you know how to use styles?.

4 Do you know how to format text?.

5 Do you know how to apply a format using a defined sty.
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MS WORD/Page Setup
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to create headers and footers?.

2 Do you know how to number pages?.

3 Do you know how to change the orientation of a page?.

4 Do you know how to align text vertically on a page?.

5 Do you know how to align text horizontally on a page?.

6 Do you know how print envelopes?.

7 Do you know to print labels?.

MS WORD/Graphics
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to add graphics to a document?.

2 Do you know how to frame pictures in a document?.

3 Do you know how to align text to a specific position in .

4 Do you know how to use the drawing tools in Word?.

5 Do you know what a caption is for?.

6 Do you know how to keep a caption with an item?.

MS WORD/Indexes and Tables
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to create an index automatically?.

2 Do you know how to automatically create a list of figur.

3 Do you know how to update an index?.

4 Do you know how to change the format of an index?.

5 Do you know how to insert tables?.

6 Do you know how to add columns to a table?.

7 Do you know how to add rows to a table?.

8 Do you know how to sort a table?.

9 Do you know how to change the width or the height of .

10 Do you know how to split a table?.

11 Do you know how to convert text to a table?.
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MS WORD/Edition and Revision
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to find words?.

2 Do you know how to find and replace words?.

3 Do you know how to make revisions to a document?.

4 Do you know how to review revisions made to a docu.

5 Do you know how to spell check a document?.

6 Do you know how to check the grammar of a document.

POWERPOINT/Basic Skills
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Are you familiar with Microsoft PowerPoint?.

2 Do you know how to plan a presentation?.

3 Do you know how to display and hide toolbars?.

4 Do you know how to add text to slide?.

5 Do you know how to images to a slide?.

6 Do you know how to add sound to a slide?.

POWERPOINT/Slide Layout
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to use the slide master?.

2 Do you know how to change the background of a slide.

3 Do you know how to chance the color of a slide?.

4 Do you know how to change the orientation of a presen.

5 Do you know how to use speaker notes?.

POWERPOINT/Printing
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to print transparencies?.

2 Do you know how to print speaker notes?.

3 Do you know how add headers and footers to slides?.

4 Do you know how to convert a presentation to a Word .

5 Do you know how to print handouts?.
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POWERPOINT/Animation
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to add transition to a slide?.

2 Do you know how to build effects to a slide?.

3 Do you know how to hide a slide?.

4 Do you know how to automatically change a slide?.

5 Do you know how to add sound to a slide?.

EXCEL/Basic Skills
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Were you familiar with Microsoft Excel?.

2 Do you know how to display and hide toolbars?.

3 Do you know the difference between a worksheet and a.

4 Do you know how to add worksheets to your workbook.

5 Do you know how to delete worksheets of your workbo.

6 Do you know how to change the width of a column? (A.

7 Do you know how to change the height of a row?  (Aut.

8 Do you know how to change the format of a cell?.

9 Are you able to change a cell to the exact format that y.

10 Do you know how to protect a worksheet?.

EXCEL/Cells and ranges
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know the difference between cells and ranges?.

2 Do you know how to change the name of a cell?.

3 Do you know how input text to a cell?.

4 Do you know how to input numbers to a cell?.

5 Do you know how to change the name of a range?.

6 Do you know how to repeat a specified format in differ.

7 Do you know to select multiple cells and cell ranges?.

8 Do you know how to add borders to a cell?.

9 Do you know how to add shading to a cell?.

10 Do you know how to use fill handle?.
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EXCEL/Charts
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to create a chart?.

2 Do you know how to create a chart in a new worksheet.

3 Do you know the difference between a "line" chart an ".

4 Do you know how to change the format of a chart?.

5 Do you know what a trendline is?.

7 Do you know how to obtain a trendline from a chart?.

8 Do you know how to add drawings to a chart?.

EXCEL/Functions
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to enter formulas to a cell?.

2 Do you know how to use the function wizard?.

3 Do you know the difference between relative and absol.

4 Do you know how to use "if" statements in formulas?.

5 Do you know how to use lookup tables?.

6 Do you know how to nest formulas?.

7 Do you know how to create formulas to link different .

8 Do you know how to link a word document to a spread.

EXCEL/Databases in Spreadsheets
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know how to set up a database in a worksheet?.

EXCEL/Macros and Dialog Boxes
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know what a macro is?.

2 Do you know how to create a macro?.

3 Do you know how to use the macro recorder?.

4 Do you know how to create a macro that starts automat.

5 Do you know what a dialog box is?.

6 Do you know how to create a dialog box?.

7 Do you know how to program a dialog box?.

Page 7 of 10



EXCEL/Macros and Dialog Boxes
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

8 Do you know that Excel has incorporated a programmi.

9 Do you know how to use Visual Basic?.

10 Do you know how to add a spinner to a cell?.

11 Do you know how to link a spinner and a text box to a .

12 What is the meaning of "control source" in Excel?.

DATA BASES/Tables
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know what a relational database is?.

2 Are you able to select the right software (spreadsheet v.

3 Are you familiar with Microsoft Access?.

4 Do you know the difference between a record and a fiel.

5 Do you know how to create a table?.

6 Do you know how to add a field to a table?.

7 Do you know how to change the order of the fields?.

8 Do you know how to change the properties of a table?.

9 Do you know what key field is?.

10 Do you know how to link tables?.

11 How do you build the table of resources for a project?.

DATA BASES/Queries
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know what a query is?.

2 Do you know how to create a query?.

3 Do you know how to use specific criteria in a query?.

4 Do you know how to do a multiple query?.

5 Do you know how to add fields to a query?.

6 Do you know how to include dates in a query?.

7 Do you know how to sort a query?.

8 Do you know how to add a filter to a query?.

9 What is an append query?.
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DATA BASES/Forms
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know what a form is?.

2 Do you know how to create a form?.

3 Do you know how to add data with a form?.

4 Do you know how to look for data with a form?.

5 Do you know how to edit form controls?.

6 Do you know what a sub-form is?.

7 Do you know how to insert a sub-form in a master for.

8 Do you know how to link a sub-form and the master fo.

9 Do you know how to change the default view of a sub-f.

10 How do you use drag and drop to quickly add a combo-.

DATA BASES/Reports
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 Do you know what is the difference between a report a.

2 Do you know how to add a calculated field to a report?.

3 Do you know how to group information in a report?.

4 How do you draw a line in a report?.

DATA BASES/Analysis
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 What are the three main qualities of information?.

2 Where is the data kept in a relational data base?.

3 What are the tables representing company specific info.

4 What are the tables representing project specific inform.

CRANES / Basics
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 How do you calculate the required boom length of a lift.

2 Where is the radius of lifting measured from?.

3 What are the variables of a lifting?.

4 How do you read the capacity of the crane from the tab.

5 What is the meaning of "rear lifting"? Why is it import.
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CRANES / Basics
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

6 What is the meaning of 360° lifting? What is side liftin.

Activity Based Costing
Beginnin End of Semester

NOT
Known

YES
Known

NOT
Known

YES
Known

IMPOR-
TANCE

1 What is the meaning of Activity Breakdown Structure?.

2 What are the main types of components of an activity?.

3 How do you calculate the quantum of a resource?.

4 What is the quantum of concrete in a concrete casting o.

5 What is the CSI code?.

6 What is the resource code (ID) convention we used in t.

7 When can we ignore crew composition in estimating?.

8 What is the difference between cost and price?.

9 Where are the power tools accounted for in a project?.

10 What does the cost of labor include?.

11 What does the cost of materials include?.

Comments regarding programs or concepts you would like to include in this course:
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