CURRENT SKILLS ANALYSIS FORM
MICROSOFT EXCEL
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Microsoft™ Excel 

Please complete the following questionnaire and checklist to determine your current skill level.  From this checklist we can identify your needs and recommend a possible training solution.

Company:
     
Address:
     
Postcode:
    
Work Phone: 
     
Name:
     
General

1.
Do you currently use Microsoft™ Excel? 
 FORMDROPDOWN 

If yes, how long have you been using it?      
2.
Briefly describe the type of documents you are/or will be required to produce using Microsoft Excel, 
e.g. Budgets, Stock Lists, Invoices, General Ledgers, Databases etc.

     
3.
Do you need to create calculations for totals, averages and percentages? 
 FORMDROPDOWN 

4.
Do you need to be proficient in summarising large sets of information?
 FORMDROPDOWN 

5.
Will you be supporting and developing sheets for other users?
 FORMDROPDOWN 

6.
Do you think any of the following spreadsheeting skills will increase your efficiency and productivity in the workplace?

· Using functions which calculate large sets of figures quickly and accurately
 FORMCHECKBOX 

· Creating appropriately positioned and labeled charts
 FORMCHECKBOX 

· Linking formulas between sheets and between files
 FORMCHECKBOX 

· Manipulating Lists by sorting, filtering, importing databases and exporting results
 FORMCHECKBOX 

· Creating macros which will automate routine tasks
 FORMCHECKBOX 

· Other.  Please comment:       
7.
Please list below the computer packages (if any) that you are currently using and their main function in your working environment. e.g. Microsoft Word - typing reports, creating mail-merge documents.
     
8.
Please list any computer packages you have used in the past and at what skill level you considered yourself when using these.  e.g. Lotus123 – Beginner, Intermediate or Advanced level

     
Participant’s Name
     
Date
     
N.B. Indicate with a tick those functions you are comfortably able to complete. If there is any doubt leave the space blank.

Day 1

	Resize Windows & use the Mouse
	 FORMCHECKBOX 


	Navigation within a worksheet
	 FORMCHECKBOX 


	Selection of a group of cells
	 FORMCHECKBOX 


	Use Autosum
	 FORMCHECKBOX 


	Insert a simple formula
	 FORMCHECKBOX 


	Open, close and save files
	 FORMCHECKBOX 


	Edit cells using mouse/ keyboard
	 FORMCHECKBOX 


	Use the Undo function
	 FORMCHECKBOX 


	Copy and move data
	 FORMCHECKBOX 


	Insert & delete columns & rows
	 FORMCHECKBOX 


	Change column height & widths
	 FORMCHECKBOX 


	Change fonts 
	 FORMCHECKBOX 


	Clear format changes
	 FORMCHECKBOX 


	Add page numbers
	 FORMCHECKBOX 


	Only print the areas you want
	 FORMCHECKBOX 


	Use the Help function
	 FORMCHECKBOX 


	Create and format a basic chart 
	 FORMCHECKBOX 



Day 2

	Mouse Shortcuts
	 FORMCHECKBOX 


	Use AutoFill
	 FORMCHECKBOX 


	Freezing rows & columns
	 FORMCHECKBOX 


	Moving between sheets/windows
	 FORMCHECKBOX 


	Multiple workbooks
	 FORMCHECKBOX 


	Absolute Cell Referencing
	 FORMCHECKBOX 


	Format cells using the menus
	 FORMCHECKBOX 


	Format tables automatically
	 FORMCHECKBOX 


	Set a linking formula between sheets
	 FORMCHECKBOX 


	Create mathematical formulas manually
	 FORMCHECKBOX 


	Use Statistical functions (eg average,max)
	 FORMCHECKBOX 



	Day 2 (Cont.)
	

	Create simple If functions
	 FORMCHECKBOX 


	Use “Insert Function” to create a function
	 FORMCHECKBOX 


	Use round function
	 FORMCHECKBOX 


	Date & time functions
	 FORMCHECKBOX 


	Add titles to charts
	 FORMCHECKBOX 


	Move and resize charts
	 FORMCHECKBOX 


	Record a simple macro
	 FORMCHECKBOX 


	Controlling printed output
	 FORMCHECKBOX 



Day 3

	Proofread your spreadsheet for errors
	 FORMCHECKBOX 


	Use Auditing Tools
	 FORMCHECKBOX 


	Build effective calculations for workplace situations
	 FORMCHECKBOX 


	Create and format a percentage
	 FORMCHECKBOX 


	Use constants on a sheet
	 FORMCHECKBOX 


	Create and edit range names
	 FORMCHECKBOX 


	Add text which automatically appears after numbers
	 FORMCHECKBOX 


	Create your own toolbar 
	 FORMCHECKBOX 


	Insert a symbol
	 FORMCHECKBOX 


	Use graphs to find errors
	 FORMCHECKBOX 


	Create a custom chart
	 FORMCHECKBOX 


	Transpose a table
	 FORMCHECKBOX 


	Use Goalseek for “What-if” scenarios
	 FORMCHECKBOX 


	Use Data Tables for “What-if”
	 FORMCHECKBOX 


	Use View and Report Managers
	 FORMCHECKBOX 


	Use Excel’s scenarios tool
	 FORMCHECKBOX 


	Use the drawing toolbar
	 FORMCHECKBOX 



Day 4

	Use passwords
	 FORMCHECKBOX 


	Cell protection
	 FORMCHECKBOX 


	Work with data validation
	 FORMCHECKBOX 


	Day 4 (Cont.)
	

	Apply & define range names
	 FORMCHECKBOX 


	List range names
	 FORMCHECKBOX 


	Trace Formula paths
	 FORMCHECKBOX 


	Add and view comments
	 FORMCHECKBOX 


	Create worksheet outlines
	 FORMCHECKBOX 


	Create macro buttons
	 FORMCHECKBOX 


	Edit & document macros
	 FORMCHECKBOX 


	Run a Macro step-by-step
	 FORMCHECKBOX 


	Use standard functions
	 FORMCHECKBOX 


	Use IF functions
	 FORMCHECKBOX 


	Create a nested logical function
	 FORMCHECKBOX 


	Use lookup  functions
	 FORMCHECKBOX 


	Add new data to charts
	 FORMCHECKBOX 


	Scale the axis of a chart
	 FORMCHECKBOX 



Day 5

	Create Subtotals
	 FORMCHECKBOX 


	Filter lists to view selected records
	 FORMCHECKBOX 


	Import an external database or text file
	 FORMCHECKBOX 


	Create your own custom number format
	 FORMCHECKBOX 


	Create a custom function
	 FORMCHECKBOX 


	Create a macro which asks for user input
	 FORMCHECKBOX 


	Make an “Autorun” macro
	 FORMCHECKBOX 


	Customise Excel’s menus
	 FORMCHECKBOX 


	Pivot table techniques
	 FORMCHECKBOX 


	Consolidate data from multiple files
	 FORMCHECKBOX 


	Create worksheet forms with controls
	 FORMCHECKBOX 


	Handling missing data in a chart
	 FORMCHECKBOX 


	Changing the default chart
	 FORMCHECKBOX 


	Modify the default excel template
	 FORMCHECKBOX 
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