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Student Name_____________________________         Class_______________________________

Nifty 58-59 Skills Checklist

	
	Student 

Self-Check
	Teacher Check

	GET GOING  
	
	

	1. Create a speech profile (Ex. 1)

	
	

	2. Check audio settings appropriately 
	
	

	3. Adjust/Manipulate the microphone (Ex. 2)



	
	

	4. Open/close software programs applications and menus effectively (Ex. 4, 5, 14, 15, 16)
	
	

	5. Enunciate each word clearly and continuously without pausing in the                                      middle of a sentence (Ex. 6-7)


	
	

	6. Clear all text from screen effectively (Ex. 6)
     
	
	

	7. Say New Line (or Press Enter) and New Paragraph commands effectively (Ex. 10) 
	
	

	8. Dictate punctuation marks and symbols (Ex. 11, 100) 
	
	

	9. Perform additional training to improve speech profile (Ex. 12)
	
	

	                                                                                               Points Possible (      )
	
	

	FIX MISTAKES 
	
	

	1. Select words and substitute words effectively (Ex. 9, 17, 18, 80)


	
	

	2. Use correction window to replace words/phrases that are incorrect (Ex. 23, 25, 27, 28)


	
	

	3. Add and train unique phrases and names properly (Ex. 54, 55, 56, 57; Capsule 36)


	
	

	4. Consistently train misrecognized words using Train Words command or  Vocabulary Editor (Ex. 57; Capsules 36, 51)


	
	

	5. Spell words correctly in correction window using regular alphabet and/or military alphabet (Ex. 34, 35, 36, 79) 


	
	

	6. Use the Scratch That, Cancel That and Undo commands effectively to remove most recent block of dictated text (Ex. 30, 31, 32)
      
	
	

	                                                                                                       Points Possible (      )


	
	

	NAVIGATE DOCUMENTS
	
	

	1.   Move cursor to top and bottom (beginning and end) of document (Ex. 39, 87)
	
	

	2. Navigate right, left, up and down through document by characters, words, lines, and paragraphs (Ex. 39, 40, 41, 86, 87)
	
	

	3. Use Insert command properly to insert cursor before/after words/phrases (Ex. 61, 80)
	
	

	                                                                                              Points Possible (      )
	
	

	COMPOUND, HYPHENATE, SAVE, OPEN & PRINT
	
	

	1. Save and retrieve documents (Ex. 19, 21, 38, 39, 40, 70, 77)


	
	

	2. Compound and hyphenate words (Ex. 22, 26, 28, 78)
	
	

	3. Print documents (Ex. 45)
	
	

	
                                                                                       Points Possible (      )
	
	

	CUSTOMIZE DRAGON 
	
	

	1. Anchor and move the Results box (Ex. 48)


	
	

	2. Switch docking options of the DragonBar effectively (Ex. 49, 51, 53)


	
	

	3. Open sample list of commands using What Can I Say command (Ex. 99)


	
	

	4. Navigate Help menu effectively using Give Me Help command


	
	

	Points Possible (      )
	
	

	FORMAT DOCUMENTS 
	
	

	1. Capitalize text properly including All Caps, Uppercase, Lowercase (Ex. 20, 21, 22, 43, 58)
	
	

	2. Apply & remove enhancements (bold, italicize and underline) to text (Ex. 58, 59, 95)


	
	

	3. Create a bulleted list (Ex. 60)


	
	

	4. Create a numbered list (Ex. 94)
	
	

	5. Cut and paste and copy and paste text (Ex. 62) 


	
	

	6. Align text – left, right and center (Ex. 63)


	
	

	7. Change font, font size and text color (Ex. 64, 67, 98)


	
	

	8. Use tab, space bar, backspace and delete keys effectively (Ex. 65, 78


	
	

	9. Change line spacing of paragraph/document (Ex. 66, 78)


	
	

	10. Insert page numbers into document (Ex. 85)
	
	

	11. Select, move and delete individual words, phrases, sentences, and paragraphs (Ex. 17, 18, 24, 37, 86)
	
	

	                                                                                           Points Possible (      )
	
	

	MISCELLANEOUS 
	
	

	1. Dictate dates, times and numbers effectively (Ex. 74, 101)
	
	

	2. Maximize, minimize and restore window effectively (Ex. 8)


	
	

	3. Switch from one application to another (Ex. 72)


	
	

	4. Use Spell Mode, Press and Type to insert letters and numbers (Ex. 34, 35, 36, 73)


	
	

	5. Use Mouse Grid and Mouse Click commands effectively (Ex. 76, 


	
	

	6. Export and import speech profile successfully (Capsule 52)
	
	

	                                                                                             Points Possible (      )
	
	

	                             TOTAL BASIC SKILLS POINTS  (​​​​POINTS POSSIBLE      )
	
	


	ADVANCED SKILLS 
	
	

	1. Create a one-line macro in Vocabulary Editor


	
	

	2. Create a multi-line macro in Command Browser (Ex. 103)


	
	

	3. Create a macro with text and graphics
	
	

	4. Locate, modify and delete a custom command in Command Browser
	
	

	5. Create a basic outline using Microsoft Word outlining feature (Ex. 108)
	
	

	6. Dictate and format a business letter (Ex. 105)
	
	

	7. Dictate and format a memorandum (Ex. 104)
	
	

	8. Dictate and format a double-spaced report with headings (Ex. 106)
	
	

	9. Create a table in Microsoft Word (Ex. 89, 90, 91)
	
	

	10. Create a spreadsheet in Microsoft Excel (Ex. 107)
	
	

	11. Create a PowerPoint slide using voice and mouse input
	
	

	12. Navigate the Internet using voice commands
	
	

	13. Compose, dictate and format paragraphs accurately (Ex. 33, 46, 75, 77, 88)
	
	

	                TOTAL ADVANCED SKILLS POINTS (POINTS POSSIBLE         )
	
	

	TOTAL ACCUMULATED BASIC/ADVANCED POINTS  ( POSSIBLE        )
	
	


Tips: 

1. Give copy of skills list to students to complete a self-check as they learn the competencies.

2. Instructor can initial (or designate points) in the Teacher Check box when the skill is observed.

3. Instructor may select specific skills to be evaluated and determine points for each skill.
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