	TRAINING NEEDS ANALYSIS FORM
Microsoft Access 2003
To enable your organisation and Electus to clearly define your training requirements please complete this training needs analysis.
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	SKILLS ANALYSIS FORM
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Personal Information

	Company:
	     

	Name:
	     

	Position:
	     
	Phone:
	     

	Department:
	     
	Facsimile:
	     


Related Skills

	Have you ever used a database program other than Microsoft Access?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes:
Which product:       
Version:       

How long did you use this product?       

	
Have you previously or are you currently using Access:  FORMCHECKBOX 


For How Long?   Less than 1 yr   FORMCHECKBOX 
    1-2 yrs  FORMCHECKBOX 
    2-3 yrs  FORMCHECKBOX 
    3-5 yrs  FORMCHECKBOX 
    5+ yrs  FORMCHECKBOX 


How Often?               Daily  FORMCHECKBOX 
    Weekly  FORMCHECKBOX 
     Seldom  FORMCHECKBOX 



Needs Analysis:  (Please tick all relevant options)
	I am currently/have previously designed and developed database applications using another database program
	 FORMCHECKBOX 


	I am currently/have previously designed and developed database applications using Microsoft Access
	 FORMCHECKBOX 


	I will need to design and create new database applications
	 FORMCHECKBOX 


	I only need to maintain (modify) existing database applications
	 FORMCHECKBOX 


	I only need to use existing database applications
	 FORMCHECKBOX 


	I have no experience/understanding of database concepts
	 FORMCHECKBOX 


	Are there any areas in particular that you would like to focus on during your training?

     


** N.B.  Use the following scale to rate your ability to complete each task in Microsoft Access.
	0
	Unable to complete this task

	1
	Able to complete but would like more training

	2
	Able to complete confidently


	Introduction
	

	Open and close a database
	 

	Use on-line help
	 

	Create a database and design tables
	 

	Define data types
	 

	Set a primary key
	 

	Use datasheet view 
	 

	Navigate fields in tables
	 

	Add, select, edit & delete records
	 

	Set field properties (size and format)
	 

	Edit table column width & row height
	 

	Change cell formats
	 

	Move, hide & freeze columns
	 

	Understand normalisation theory
	 

	Use the Table Analyser Wizard
	 

	Create a relationship between tables
	 

	Set referential integrity
	 

	View subdatasheets
	 

	Insert a lookup or hyperlink column
	 

	Create a many-to-many relationship
	 

	Sort records
	 

	Use Search & Replace
	 

	Apply & remove filters
	 

	Use the Query Wizard to create a simple query
	 

	Create a query from design view
	 

	Join tables in a query
	 

	Sort a query
	 

	Set criteria in a query
	 

	Add a record using a query
	 

	Print a query
	 

	

Use AND, OR conditions in a query
	 

	Use wildcards in a query
	 

	Set top values in a query
	 

	Create a calculated field
	 

	Create a parameter query
	 

	Use the Form Wizard to create a form
	 

	Add fields, controls and labels using  design view
	 

	Use the Report Wizard to create a report
	 

	Advanced
	

	Create an action (update,append,delete) query
	 

	Use the advanced Query Wizards (ie Crosstab)
	 

	Link, import and export data
	 

	Convert files
	 

	Compact and repair a database
	 

	Create a data access page (web)
	 

	Backup a database
	 

	Control manipulation on a form - selecting non adjacent controls and sizing manually or automatically
	 

	View the properties of an object 
	 

	Create a Combo Box or List Box
	 

	Create an option group on a form
	 

	Add a Logic control
	 

	Set the tab order on a form
	 

	Add a form header or footer
	 

	Create a blank form
	 

	Create a calculated control in a report
	 

	Group data in a report with headers/footers
	 

	Creating a running summary report
	 

	Insert a Date/Time control in a report
	 

	Use the Label wizard
	 

	Use the editing tools to select objects and to change font format, font colour, fill and background colours
	 

	Create and edit sub-forms and sub-reports
	 

	Add a command button to a form
	 

	Create a PivotTable or PivotChart
	 

	Create indexes (single and multiple field)
	 

	Create and run macros
	 

	Assign a macro to a control
	 

	Create a command button
	 

	Add a condition to a macro
	 

	Create a group macro
	 

	Create an Autoexec macro
	 

	Create a switchboard form
	 

	Create a custom toolbar
	 


If you have used Microsoft Access please complete the attached Skills Analysis Form.



Thank you for your time …
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