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Skills Survey for Prospective Academy Candidates
Name:  ______________________________
Rotary Club:  _____________________________

When you have completed this survey, please give it to the individual who is nominating you for the Academy along with all of the required nomination papers and then scan and email everything to:
PDG Raymond Plue / Academy Dean

Email:  plue-r@socket.net
Deadline for submission of this survey and nomination papers is August 25, 2014
=====================================================================================
1. To assist the Leadership Academy in determining if you have the software needed and the computer / internet skills" necessary to successfully participate in and complete the Leadership Academy Program (which is an all electronic program), please provide the following information.

2. □Yes  □No  Do you have a personal computer at home or work that you can access daily?

a. If you answered "yes" to Question #1, what type of computer do you have?
□PC

b. □MAC

c. □iPad

□Android Tablet
3. How old is the computer/tablet you would be using for this program?  __________
4. What operating system is currently running on this computer?

a. □Windows 98  (Note:  cannot use for Academy work.)
b. □Windows 2000

c. □Windows XP  (Note:  cannot use for Academy work.)
d. □Windows Vista

e. □Windows 7

□Windows 8
f. □MAC OS - What Version ______________
g. □iPad    What version _______

h. □Android Tablet

Brand: ____________
Model: __________

If you will be using a tablet for the DLA, please review the Tablet Information on Page 5.
5. Please rank your personal computer use and "expertise".  Please be “honest”.  It’s very important.
a. □Casual User (email only but not on a daily basis.  Computers are not in your "comfort zone" and you do not use them in your home or professional work.)
b. □Beginner (daily email with occasional Internet use.  NOT software proficient.  Still somewhat uncomfortable with computers and the Internet but you are learning.)
c. □Intermediate (daily email, daily internet, frequent use of Word & Excel and various search engines.  Very comfortable with all of these components.)  (NOTE:  In year-end surveys completed by former graduates, all agree that this is the minimum level of expertise students need to have in order to be able to complete the DLA program successfully.)
d. □Advanced (daily email, internet; proficient in Word, Excel, PowerPoint and other Microsoft software.  Significant part of your daily life and very comfortable using computers.)
e. □Super User (Use a computer daily for all aspects of your professional and personal life and
are highly proficient in the use of email, MS Word, MS Excel, PowerPoint, Adobe Acrobat, the Internet and various Search Engines.  Could not get through the day without them.  You have significantly above average "technical expertise" and often help others having difficulty.)


f. Which web browser do you use?
g. □Microsoft Internet Explorer (required for Academy use)
h. □Google Chrome

i. □Firefox

j. □Safari

k. □Other.  (please indicate) _______________________


6. What type of Internet Access do you have at the location where you will be doing your Academy work?

a. □DSL / High Speed Cable
b. □High Speed Wireless

c. □T-1 Line
d. □Dial-Up  (Will not work for Academy use.  If this is the only type of access you have, you'll need to identify another location to do your Academy work such as the public library or you will not be able to participate until you have high speed access.)

7. If you plan on doing your Academy work at your place of business, do any of the following apply to you?  

a. □Government Agency (local, state, federal)
b. □Financial Institution (bank, credit union, investment firm, brokerage house, etc.)
c. □Non-profit Agency

d. □Other business with extensive firewalls in place.
(Note:  If any of the above apply to you and you do not have access to another high speed location, you will not be able to participate in the program.  The Academy web site is a "secured" site requiring user ID and password access.  If you work at any of the above, you will not be able to access the site to obtain your coursework due to their extensive firewalls and limited access to secured sites such as the DLA site.)

8. What is your personal email address?  ___________________________________


9. What is your Gmail address?  (mandatory for all):  _____________________________
10. □Yes  □No  Do you know how to use BOX.com, the online cloud collaboration and storage
system?  If not, you will be instructed on how to install the BOX SYNC software

on your desktop so you’ll have access to the reading and instructional materials
for each of the courses.  
11. □Yes  □No  Do you check your Email daily?       More than once?  □Yes  □No  
12. □Yes  □No  Do you own/use Microsoft Word or “Open Office”?  (Required.  All courses use
"Fillable Word Templates" that can only be completed with Word or the free
“Open Office” software available for download.  No other programs will
work.  You cannot use “Works”, “Google Docs”, “Pages” or anything else.

Documents submitted in these or other formats will not be accepted by the instructors and will be returned to the student for resubmission in the appropriate format.  NOTE:  If you are interested in purchasing the latest Microsoft Office software, Office 365, you now have a very reasonable way to do so.  For an annual fee of $99, you can purchase Office 365 which will then allow you to install it on five separate computers.  It will be automatically upgraded as changes are made to the software and your subscription will renew each year.  This version is “in the cloud” and Microsoft will provide you with a “OneDrive” account to keep all of your work in the cloud as well.  This is an outstanding way to begin using MS Office 365 and if you are in the market to purchase the software, this is definitely the way to go.  In addition, Microsoft has just released Office 365 in the iPad version.  You can use one of the 5 subscriptions for installation on your iPad.  We recommend this very affordable way to obtain the software you will need for the DLA courses.)
13. □Yes  □No  When using the Internet do you know how to enter a web site URL into the


browser's address line?  
14. □Yes  □No  Do you know how to "copy and paste" content from one document to another



or from the Internet into a document?  
15. □Yes  □No  Do you have either Adobe Acrobat (Ver. 10 or 11) or the latest version of the



Adobe Reader (11+) currently installed on your computer?  
16. □Yes  □No  Do you know how to set up file folders on your computer?
17. □Yes  □No  Are you able to download, open, read, and print Adobe PDF files?
18. □Yes  □No  Do you know how to download files (PDF, Word, Excel, etc.) from the Internet



and save them to your computer (in a folder) so you can find them later?  
19. □Yes  □No  Do you know how to open Email attachments (Word, Excel, PDF, etc.) and
                     save them to your computer in a specific folder for later use?  
20. □Yes  □No  Do you know how to complete "Fillable Word Documents" then  save them to


 your computer in a specific folder for later use and then email them?
21. □Yes  □No  Do you know how to attach files to outgoing email (Word, PDF, Excel, etc.)?
22. □Yes  □No  In addition to the printed materials from RI, additional material will be posted
to the BOX.com web site for each course during the year.  If you will not be
reading these online or on your tablet if you will be using a tablet, this will require printing of the documents.  Are you willing to do this?  You can also
purchase the larger publications from RI but when doing so, they may not”
arrive in time for a specific courses as course materials are only released to
students on a monthly basis.
As the Leadership Academy program is an all electronic program, it is very important that all candidates have the required skills and tools in order to be able to successfully access all of the required web sites, locate information on the Internet, and use Word, Excel, PowerPoint and PDF files to complete their course work.  Please explain in detail your computer and internet proficiency, how long you have been using computers and the Internet and your level of proficiency in the use of all the software programs mentioned above.  Please be very specific and thorough.  You may attach a separate document to complete this portion of the survey.  Click on the following “Gray box with dots” and begin typing.  The box will disappear and will then expand to incorporate as much room as you may require.
Begin Typing Here:       
ADDITIONAL INFORMATION FOR POTENTIAL TABLET USERS

During the 2013-2014 Leadership Academy year we had many students who inquired as to whether or not they would be able to use their iPad or other tablet for the DLA program.  Because of the number of inquiries we thoroughly tested the following:

1. iPad / Suitable

2. Samsung Galaxy Tab II / Suitable (as this resulted in a successful testing, it can be “assumed” that all upper end Android tablets with the latest Android operating systems will perform in the same manner as the Samsung Galaxy TAB II as long as they meet the following requirements).
3. Microsoft Surface / Suitable
4. Nook and Kindle / Not suitable
Requirements for Using Tablets for the DLA

1. Keyboard:  First and foremost, you cannot perform Academy work by “typing” on the screen of your tablet.  There is a lot of typing for each course and in order to complete the courses in a timely manner possible, you will need to invest in a keyboard that is compatible with your tablet.  We cannot make recommendations, but having tested several, we have the following recommendations:

a. Bluetooth only.  This is the most convenient and works very, very well.  You can also find some that have a micro USB plug, however, most of the tablets cannot accommodate this.
b. Logitech:  For the iPad, this company makes a variety of Bluetooth keyboards.  One of the most popular is the Ultrathin that is also a “smart” cover and it now comes in both Black and white.  Since the iPad does not come with a cover/case, this is the answer.  Sleek, great key touch, and the smart cover is a bonus.  If you live near a Costco, they sell them for $30 less than the major retail outlets.
c. Android:  There are a multitude of keyboards available for Androids that fit various Android tablets.  Check a supplier such as Amazon by the brand name of your tablet and make your choice from there.  You’ll find many options and more than likely one of them will be just what you’re looking form.
d. Check Amazon:  Amazon has dozens of tablet keyboards, many of which can double as a case for the tablet.  Just be sure that you choose the right styles.  Don’t pick one that uses a “tab-snap” closure so that when you open it, there will be the leather tab sticking up from the front of the keyboard.  Don’t pick one of the “flat surface” tablets.  It’s guaranteed that you probably won’t like it.  Make sure that you get one with actual touch keys not just pressure surface keys.
2. Applications:
a. BOX.COM  Both the iTunes Store and the Android Play Store have a free application for Box.Com.  You can install it on ALL of your iDevices as well as all of your Android devices.  Once installed, just log into the DLA Box.Com account and you’re set to go.  This app works great for reading / reviewing on the go.  In fact it’s better than viewing on your computer screen.
b. Microsoft 365 for iPad  As stated above, this is now available for iPad uses as part of a MS 365 subscription ($9.99 a month).  You get five subscriptions for this price and once can be used by an iPad.  (This is not yet available in an Android format).
(NOTE:  If you choose to use a tablet for your DLA work you will not receive any “technical support” from either your instructor or the Academy Webmaster.  You will need to learn the necessary “techniques” for copying and pasting, deleting, inserting, etc. for your particular device on your own, using available references and books.)
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