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Section 1.1 Adopt – Assess

Computer Skills Survey 
Use this survey to help identify the skills needed to plan for implementing an electronic health record (EHR) and other health information technology (HIT).
Instructions for Use

Distribute this survey to all members of the workforce after you have introduced that you are looking into acquiring HIT for the organization and have explained the importance of being prepared. If you anticipate a high degree of resistance or very little computer skills in your workforce, you need to communicate frequently about the value of the HIT, the impact you expect it will have on staff and staffing levels, and how you will support everyone in their use of HIT. Modify the introduction to the survey to reflect the information you have already distributed. Ask who is completing the survey if you want to check that everyone has completed it and be able to develop a tailored training program. 
If you use human resource software to manage other training, use that to record results for each person. If not, construct a spreadsheet to track what form of training each staff member requires, and when the training has been performed. Also refer to the tool to plan for training (2.1 Training Plan). 
As soon as possible after compiling the results of the survey, begin to provide opportunities for computer skills training and opportunities for staff to maintain their skills. Assess other skills individuals identify to determine if they required for your HIT implementations.
Computer Skills Survey
As we have been discussing, we are excited about potentially adopting more health information technology (HIT). This survey will help identify who needs what type of computer skills training. For each function, check whether you need basic training, refresher training, or you feel you have mastery of the function and do not need training. If you are not familiar with what is being asked, check “Need Basics.”
Please complete this survey and return to: (insert name) by: (insert date).
	Functions


	Need
Basics
	Need Refresher
	At Mastery Level

	Basic computer use (e.g., turn on computer, launch a program, reboot a computer when necessary, maintain power source by charging batteries, insert and safely remove a USB drive)
	
	
	

	Computer navigation (e.g., mouse, touchpad, icons, drop down menus, stylus, touch)
	
	
	

	Basic computer functions (e.g., enter user ID and password, change password, open an application, find and view a document, print a document, use help function, use of Windows) 
	
	
	

	Windows navigation (e.g., task and tool bars; move, resize, and close windows)
	
	
	

	Email (e.g., read mail, send mail, forward mail, securely attach documents, save mail)
	
	
	

	Personal digital assistant (PDA) use (e.g., basic functions, synchronizing with desktop, power management, updating knowledge sources such as ePocrates)
	
	
	

	File functions (e.g., create files, create folders, move/copy files, search for files in folders)
	
	
	

	Outlook functions (e.g., calendar, tasks, contacts, notes, email)
	
	
	

	Word processing and spreadsheet functions (e.g., create and save a new document, check spelling, cut/copy and paste document content, enter data, use formulas, create a chart)
	
	
	

	Internet (e.g., access Web sites, use a Web browser, save favorites, use a search engine, access medical bibliographic references)
	
	
	

	Tablet PC functions (e.g., invoke pen, change color/highlight, erase, handwriting recognition)
	
	
	

	Speech recognition (including correction)
	
	
	

	Document scanner
	
	
	

	Bar code reader
	
	
	

	Basic training for keyboarding skills 

Note: HIT and EHR systems should be designed so that users are not required to make extensive use of typing. However, basic familiarity with the keyboard (e.g., knowing where the arrow keys are located or the function of the enter key) are important.
	
	
	

	Please specify any other related computer skills you think may be helpful to learn:



( Please contact me for special needs assistance:

Name: _________________________________________ Department: ___________________________________

Location: ______________________________________  Contact: _______________________________________
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For support using the toolkit

Stratis Health ( Health Information Technology Services

952-854-3306 ( info@stratishealth.org
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