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

	Company:
	     

	Name:
	     

	Position:
	     
	Phone:
	     

	Department:
	     
	Facsimile:
	     


Related Skills

	Have you ever used a different electronic mail program other than Microsoft Outlook?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes:
Which product:       
Version:       

How long did you use this product?       

	Have you ever used Microsoft Outlook?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes:


For How Long?       

How Often?  Daily  FORMCHECKBOX 
 Weekly  FORMCHECKBOX 
 Seldom  FORMCHECKBOX 


	
Have you received formal training in Microsoft Outlook?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	
Course:       
Date:       

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

Fairly Confident  FORMCHECKBOX 

Very Confident  FORMCHECKBOX 



Needs Analysis (Please tick the features you currently/or will need to use)
	Send electronic mail within the organisation
	 FORMCHECKBOX 


	Send electronic mail across the Internet
	 FORMCHECKBOX 


	Send electronic mail that includes attachments
	 FORMCHECKBOX 


	Use Calendar (electronic schedule) to record appointments
	 FORMCHECKBOX 


	Organise/schedule group meetings
	 FORMCHECKBOX 


	Maintain a task list
	 FORMCHECKBOX 


	Maintain contact names & addresses
	 FORMCHECKBOX 


	Create rules to automatically manage messages (i.e. move, forward or highlight)
	 FORMCHECKBOX 


	Create customised views and customise settings (mail, calendar, task options)
	 FORMCHECKBOX 


	Access other peoples calendar, mailbox or other folders
	 FORMCHECKBOX 


	Import data into Outlook or Export data from Outlook (i.e. Contacts)
	 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 using Outlook.

	0
	Unable to complete this task

	1
	Able to complete but would like more training

	2
	Able to complete confidently


	Introduction
Electronic Mail
	

	Use the Outlook bar and Outlook Today Page
	 

	Display the folder list
	 

	Compose, address and send a new mail message
	 

	Understand message indicators/icons displayed next to received mail (eg!)
	 

	Reply to messages you receive
	 

	Forward messages you receive
	 

	Save a draft version of the message
	 

	Flag messages requiring follow up
	 

	Navigate through open messages
	 

	Change the read status of a message
	 

	Sort and move messages
	 

	Delete messages
	 

	Restore deleted messages 
	 

	Understand the global, outlook and personal address books
	 

	Archive a folder
	 

	

Calendar
	

	Navigate the calendar
	 

	Schedule an appointment
	 

	Use the AutoDate feature
	 

	Set and manage reminders
	 

	Schedule an event
	 

	Schedule a group meeting
	 

	Respond to group meeting request
	 

	Check group meeting responses
	 

	Edit, move and delete appointments and items
	 

	Schedule a recurring appointment
	 

	Change the way your calendar is displayed
	 

	Print your calendar
	 

	
Contacts
	

	Create, edit and delete a contact record
	 

	Add multiple contacts from the same company
	 

	Change how contact records are displayed
	 

	Send an email or assign a task to a contact
	 

	Use your contacts as an address book
	 


	Tasks
	

	Create, edit, update and delete tasks
	 

	Mark a task complete
	 

	Assign tasks to others and accept/decline assigned tasks
	 

	Indicate the status of a task and mark complete
	 

	Send a status report
	 

	Journal
	

	Automatically record journal entries
	 

	Manually record journal entries
	 

	View, print and delete journal entries
	 

	Notes
	

	Create notes
	 

	Change note settings/options
	 

	Organising Outlook Items
	

	Assign a category to an Outlook item
	 

	Create a new folder
	 

	Use the Find feature to locate messages
	 

	Use advanced Find criteria
	 

	Use the Ways to Organise Pane
	 

	Use AutoCreate
	 

	Insert an Outlook item into a message
	 

	
	 

	
	 


	
Advanced
The Message Window
	

	Hide header fields
	 

	Change the importance of a message
	 

	HTML Messages
	

	Use HTML message format
	 

	Use and create stationery
	 

	Address Books
	

	Set address book options
	 

	Select different address books
	 

	Create a distribution list
	 

	Create a personal address book
	 

	Rules
	

	Create rules to automatically manage messages
	 

	Offline
	

	Work offline/ & Synchronise
	 

	Import/Export
	

	Import/export data
	 

	Create letters to contacts using Mail Merge with Word
	 

	Folders & Forms
	

	Set permissions and access another user's folder
	 

	Set up a Public folder
	 

	Create a Personal folder
	 

	Custom Views
	

	Add/remove fields, sort and group items
	 

	Filter a view
	 

	Define a custom view
	 

	The Outlook Bar
	

	Create a new group
	 

	Add a folder shortcut
	 

	Outlook Settings
	

	Change the Outlook Today page
	 

	Set e-mail options (i.e. new mail notification, reply options)
	 

	Set calendar and task options (i.e. start/end times, reminders)
	 


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

Thank you for your time …
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