
Digital Literacy Topics 

Faculty Recruitment Screening Test 

Use of keyboard, touchpad and mouse (2 marks) 

1. Accurately type english text 

2. Use common keyboard shortcuts 

3. Select text, move text, cut/copy and paste using the touchpad/mouse 

4. Scroll horizontally and vertically using touchpad/mouse 

5. Resize and organize windows using touchpad/mouse 

Organizing files & folders on a computer (2 marks) 

1. Create, find, open and delete files on a computer 

2. Organize files into folders and subfolders 

3. Sort files based on name, type, size, last modified 

4. Find files using search 

5. Recover deleted files from recycle bin 

Handling Images, Audio & Video (2 marks) 

1. View, rotate, crop images 

2. Use audio and video player to listen to audio and watch videos 

3. Configure headset/speakers and volume settings to listen to audio 

4. Configure the display settings such as screen resolution 

5. Configure a microphone to record a audio or video on the computer 

Connect to a Network & Internet (2 marks) 

1. Check if the computer is connected to the local network 

2. Connect to a wired or wireless network given its network setting 

3. Check if the computer is connected to the Internet 

4. Perform a Internet speed test 

5. Setup your mobile phone as a 4G hotspot and connect your computer to it 

Use of Web Browser (2 marks) 

1. Open a website using its web address 

2. Bookmark a website and organize bookmarks 

3. Download files linked to a website 

4. Manage saved passwords, cookies, browser history 

5. Install, enable/disable, browser extensions 



Communicate using Email & Skype (2 marks) 

1. Create and maintain an email and skype account 

2. Compose and send email messages 

3. Find email messages 

4. Set up audio and video devices for skype calls 

5. Initiate and receive skype calls and group skype calls 

Find information on the web using a Search Engine (2 marks) 

1. Formulate search keywords and evaluate search results 

2. Lookup for common facts 

3. Find images and videos 

4. Find directions to locations using maps 

5. Use the search engine as a calculator 

Create Word documents (2 marks) 

1. Create word documents, type text into it, create from a template 

2. Create title and headings, adjust the font faces and font size 

3. Organize information using tables 

4. Insert images and organize text around it 

5. Insert hyperlinks, table of contents, header and footer 

Create Powerpoint presentations (2 marks) 

1. Create powerpoint presentations, add slides with different layouts to the presentation 

2. Write presenter notes for the slides and use slideshow to make a presentation 

3. Add images, audio and video content to the slides 

4. Add animation to the slide content and transitions to the slides 

5. Add audio narration to the slides and save it as a video 

Create Excel spreadsheets (2 marks) 

1. Create a workbook with worksheets 

2. Insert data into cells and use cell referencing 

3. Add simple formulas to the cells 

4. Sort and filter data 

5. Generate simple charts 


