	TRAINING NEEDS ANALYSIS FORM
Microsoft PowerPoint 2007 

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
Microsoft PowerPoint 2007 
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Personal Information

	Company:
	     

	Name:
	     

	Position:
	     
	Phone:
	     

	Department:
	     
	Facsimile:
	     


Related Skills

	Have you ever used a slide presentation program other than Microsoft PowerPoint?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes:
Which product:       
Version:       

How long did you use this product?       

	Have you ever used Microsoft PowerPoint?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes:


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 


	
Have you received formal training in Microsoft PowerPoint?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	
Course :      
Date:       

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

Fairly Confident  FORMCHECKBOX 

Very Confident  FORMCHECKBOX 



Needs Analysis (Please tick the PowerPoint functions you need to use)
.
	Creating a basic presentation
	 FORMCHECKBOX 


	Creating speaker notes or audience handouts
	 FORMCHECKBOX 


	Editing inserted pictures and clipart
	 FORMCHECKBOX 


	Running and controlling an Electronic Slide Show
	 FORMCHECKBOX 


	Adding special effects and charts to a presentation
	 FORMCHECKBOX 


	Creating custom design templates
	 FORMCHECKBOX 


	Creating custom animations
	 FORMCHECKBOX 


	Distributing presentations on CD or via the Web
	 FORMCHECKBOX 


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

     


** N.B.  Use the following scale to rate your ability to complete each task using PowerPoint 2007.

	0
	Unable to complete this task

	1
	Able to complete but would like more training

	2
	Able to complete confidently


	Introduction
	

	Customising the Quick Access toolbar
	

	Creating and saving a new presentation
	 

	Entering text into a presentation
	

	Navigating between slides
	 

	Changing views and magnification 
	 

	Changing slide layout
	 

	Formatting text including fonts, spacing, bullets and numbering
	 

	Using the Format Painter to copy formatting
	

	Using the AutoFit option
	

	Printing slides
	 

	Printing outlines
	

	Printing speaker notes
	

	Printing handouts
	

	Copying and moving text between slides
	 

	Applying and customising a theme
	 

	Inserting and editing a picture or ClipArt graphic
	 

	Creating a Photo Album
	

	Creating a table
	 

	Creating a basic chart
	

	Using the spelling checker
	

	Using the Slide Sorter view to select, move, copy and duplicate slides
	 

	Create headers and footers
	 

	Drawing lines, shapes and text boxes
	 

	Create and modify WordArt
	

	Setting slide transitions 
	 

	Setting up and running a slide show
	

	Save a presentation as a PowerPoint show
	


	






Advanced
	

	Editing presentation masters 
	 

	Creating new presentation masters
	

	Replace fonts in a presentation
	

	Customising the slide background and colours
	 

	Creating and saving a custom template
	 

	Add built-in special effects to a presentation
	 

	Adding custom animations to lists, charts and objects
	 

	Adding multimedia including sound and video
	 

	Customise multimedia settings
	

	Setting slide transition timings
	 

	Inserting animated GIFs
	

	Creating diagrams using SmartArt
	

	Creating organisation charts
	

	Creating flow charts using drawing tools
	

	Using the Clip Organiser to organise graphic content
	

	Editing and customising charts
	

	Adding comments to a presentation
	 

	Setting up Custom Slide Shows
	 

	Viewing and working with multiple presentations
	

	Creating hyperlinks and navigating between presentations
	 

	Creating and using action buttons
	

	Setting up a kiosk slide show
	

	Hiding and un-hiding slides
	

	Packaging a presentation for CD or email
	 

	Saving a presentation as a web page
	


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

Thank you for your time …
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