	TRAINING NEEDS ANALYSIS FORM
Microsoft Excel 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 spreadsheet program other than Microsoft Excel?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes:
Which product:       
Version:       
How long did you use this product?       

	Have you ever used Microsoft Excel 2000, XP or 2003?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes:

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

How Often? Daily  FORMCHECKBOX 
 Weekly  FORMCHECKBOX 
 Seldom  FORMCHECKBOX 


	Have you received formal training in Microsoft Excel?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	Course:       
Date:       

	Please indicate how confident you are in using Microsoft Excel:
	Not Confident  FORMCHECKBOX 

Fairly Confident  FORMCHECKBOX 

Very Confident  FORMCHECKBOX 



Needs Analysis (Please tick the types of spreadsheets you need to create or use)
	Small spreadsheets with simple calculations
	 FORMCHECKBOX 


	Large spreadsheets
	 FORMCHECKBOX 


	Spreadsheets containing a chart
	 FORMCHECKBOX 


	Spreadsheets containing lists that need to be sorted and filtered (only certain records displayed).
	 FORMCHECKBOX 


	Spreadsheets containing large amounts of data that needs to be viewed in different ways (pivot table)
	 FORMCHECKBOX 


	Spreadsheets containing complex or conditional functions
	 FORMCHECKBOX 


	Spreadsheets containing data from other applications
	 FORMCHECKBOX 


	Spreadsheets requiring automation through macros
	 FORMCHECKBOX 


	Spreadsheets that need to be consolidated
	 FORMCHECKBOX 


	Are there any areas in particular that you would like to focus on during your training (i.e. macros, charts)?

     


** N.B.  Use the following scale to rate your ability to complete each task using Excel.
	0
	Unable to complete this task

	1
	Able to complete but would like more training

	2
	Able to complete confidently


	Introduction
	

	Using the Excel interface
	 

	Creating/saving a workbook
	 

	Using the Help system
	 

	Selecting a cell, column, row or range
	 

	Entering text or numbers into cells
	 

	Using AutoFill
	 

	Entering simple formulas
	 

	Using the Function Wizard
	 

	Entering Functions (e.g. SUM, MAX, AVERAGE, COUNT)
	 

	Understanding absolute references (i.e. $A$4)
	 

	Copying and moving data
	 

	Adding headers and footers
	 

	Printing a worksheet or selected range
	 

	Changing the page margins and orientation
	 

	Editing page breaks
	 

	Formatting number display (currency, date, percentage)
	 

	Formatting text (i.e. bold, font or  alignment within a cell)
	 

	Applying borders & fill colour
	 

	Finding & replacing data
	 

	Resizing column/rows 
	 

	Adding drawing objects & graphics
	 

	Using multiple worksheets
	 

	Using Maths Functions
	 

	Using Statistical Functions
	 

	Using Logical Functions
	 

	Using Date Functions
	 

	Creating and editing charts
	 

	Formatting charts
	 

	Using Comments
	 

	
	

	Intermediate 
	

	Creating Web worksheets
	 

	Inserting hyperlinks
	 

	Hiding columns/rows
	 

	Copying/moving data between workbooks
	 

	Linking cells & workbooks
	 

	Hiding rows and columns
	 

	Protecting cells & worksheets
	 

	Setting up data series
	 

	Creating custom lists
	 

	Using Paste Special options
	 

	Grouping worksheets
	 

	Creating 3D formulas
	 

	Creating custom headers & footers
	 

	Creating workspaces
	 

	Creating & using range names
	 

	Creating custom number formats
	 

	Setting up conditional formatting
	 

	Using labels in formulas
	 

	Financial & Maths Functions
	 

	Nested Functions
	 

	Lookup Functions
	 

	Creating custom charts
	 

	Editing charts
	 

	Saving chart formats
	 

	Sorting lists
	 

	Creating a database
	 

	Setting up data validation
	 

	Using AutoFilter
	 

	Using the Outline tool
	 

	Automating sub-totals
	 

	Exporting & importing data
	 

	Adding drawing objects & diagrams
	 

	Advanced
	

	Creating custom menus & toolbars
	 

	Setting Excel preferences
	 

	Managing linked workbooks
	 

	Creating a template
	 

	Creating a new default workbook
	 

	Advanced Paste Special
	 

	Consolidating worksheets
	 

	Sharing workbooks
	 

	Tracking & managing changes
	 

	Merging multiple versions
	 

	Creating a Scenario
	 

	Using Goal Seek
	 

	Using Solver
	 

	Creating data tables
	 

	Working with Outlines
	 

	Applying advanced database filters
	 

	Working with Data Forms
	 

	Using the Auditing tools
	 

	Using Text Functions
	 

	Using Database Functions
	 

	Building Nested Functions
	 

	Using Functions for error trapping and data formatting
	 

	Creating& editing a Pivot Table
	 

	Generating a Pivot Table report
	 

	Creating a Pivot Table chart
	 

	Recording a macro
	 

	Assigning a macro
	 

	Editing macros
	 

	Creating worksheet macro buttons
	 

	Managing a Personal Macro workbook
	 


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

Thank you for your time …
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