
Placement Tests 
This document contains a set of tests that will help your instructor know where you 
should begin in the Digital Literacy Online Certificate Program. If you obtain a score of 
over 80% on a test, you will be invited to write the online test and simply move onto the 
next learning module. You won't be asked to review all the information for that module. 
You will need to have your instructor mark your responses. If you are not connected 
with an instructor, please reach out to: belinda@supportedemployment.ca 

Module 1 Placement Test 

Statement Yes No 
I am able to troubleshoot basic computer problems when they arise 
IE:/ Fix webcam or microphone when they aren't working. Fix mouse 
if it stops working. Etc. 

I know how to spot a spam email 

I have a social media (Twitter, Facebook, Instagram etc.) account and 
know how to post. 

I can conduct a basic google search and can use symbols to narrow 
down my search 

I know how to add a favourite to my web browser. 

I know how to use the internet to access a website 

I know how to evaluate a website to know if it is real (not fake) and 
factual. 

I am able to email an attachment. 

I am able to manage an email calendar by creating appointments and 
meetings. 

I am able to send (new, reply, and forward) and respond to emails. 

I am able to identify parts of the computer such as: monitor, tower, 
mouse, keyboard, printer, headphones, webcam and USB drive. 

I am comfortable working with Zoom and am able to have a virtual 
conversation. 



 

Module 2 Placement Test 
Statement Yes No 

I am able to access my banking information online and can complete 
transfers and pay bills.   

I am confident that my actions online are safe.   

I know what the cloud is.   

I have saved a document in the cloud.   

I have collaborated with another person on an online document.   

I am able to compare two documents and identify the differences.    

I know how to conduct research using Google.   

I know how to find a job in my city.   

I know how to use a QR code.   

I am comfortable with my interview skills.   

 

Module 3 Placement Test 
Statement Yes No 

I understand ergonomics (working comfortably) and could set up a 
remote work space.   

I understand how to plan a project.    



I am able to organize tasks by importance and keep a project on 
track.   

I am confident with my communication skills in emails, tweets, 
newsletters or blogs.   

I have used Microsoft Word (or Google Docs) before.   

I have used Microsoft Excel (or Google Sheets) before.   

I know how to use section breaks   

I know how to create a table.   

I know how to add graphics and images to a document.   

I know how to do a mail merge.   

I know what an absolute reference is.   

I know how to use basic Excel (Sheets) functions such as SUM, 
AVERAGE, MAX, and MIN.   

I know how to use an IF function.   

I know how to do a VLOOKUP.   

I know how to make a PivotTable.   

I know how to create a chart.   
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