CURRENT SKILLS ANALYSIS FORM
MICROSOFT™ POWERPOINT
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Microsoft™ PowerPoint 
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 PowerPoint? 
 FORMDROPDOWN 

If yes, how long have you been using it?      
2.
Briefly describe the type of presentation you are/or will be required to produce using PowerPoint , e.g., overhead transparencies, audience handouts, note pages, on screen presentations etc.

     
3.
Do you work in Marketing?
 FORMDROPDOWN 

Do you work in Sales?
 FORMDROPDOWN 

Do you work in Management?
 FORMDROPDOWN 

4.
Do you need to present information or ideas to a person or group of people?
 FORMDROPDOWN 



Do you need to use them in your current position?
 FORMDROPDOWN 

5.
Do you need to be proficient with the standard conventions of producing
 FORMDROPDOWN 

long documents such as Reports, Proposals etc.

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

· Inserting text onto slides
 FORMCHECKBOX 

· Creating graphs
 FORMCHECKBOX 

· Creating Organisation charts
 FORMCHECKBOX 

· Creating flowcharts
 FORMCHECKBOX 

· Insert graphic images into presentations
 FORMCHECKBOX 

· Other.  Please comments:       
7.
Please list below any other computer packages (if any) that you are currently using and their main function in your working environment.  i.e. Microsoft™ Excel - create spreadsheets containing formulas and charts.

     
8.
Please list any computer packages you have used in the past and at what skill level you consider yourself when using these.  i.e.:  Microsoft™ Word for Windows, Microsoft™ Excel 

     
Participants 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
	

	Understand the PowerPoint screen
	 FORMCHECKBOX 


	Customise toolbars
	 FORMCHECKBOX 


	View the presentation in different views
	 FORMCHECKBOX 


	Create a new presentation from a pre-designed presentation
	 FORMCHECKBOX 


	Create a presentation from scratch
	 FORMCHECKBOX 


	Use the PowerPoint AutoLayouts
	 FORMCHECKBOX 


	Type bulleted slides using keyboard shortcuts
	 FORMCHECKBOX 


	Apply presentation designs
	 FORMCHECKBOX 


	Modify presentation designs
	 FORMCHECKBOX 


	Use the Format Color Scheme option
	 FORMCHECKBOX 


	Use the Format Background option
	 FORMCHECKBOX 


	Use the slide master to format the entire presentation (bullet points and text)
	 FORMCHECKBOX 


	Use the slide master to add logo to the entire presentation
	 FORMCHECKBOX 


	Use the find and replace utility
	 FORMCHECKBOX 


	Save a PowerPoint presentation
	 FORMCHECKBOX 


	Use the Outline view to type a presentation
	 FORMCHECKBOX 


	Insert headers and footers
	 FORMCHECKBOX 


	Manage multiple presentations
	 FORMCHECKBOX 


	Copy/Cut slides from one presentation to another
	 FORMCHECKBOX 


	Use the PowerPoint drawing tools
	 FORMCHECKBOX 


	Print a presentation
	 FORMCHECKBOX 


	
	

	
	

	
	

	
	

	Day 2
	

	Apply transitions and special effects 
	 FORMCHECKBOX 


	Insert ClipArt images
	 FORMCHECKBOX 


	Manipulate and format ClipArt images
	 FORMCHECKBOX 


	Add ClipArt images to the ClipArt Gallery
	 FORMCHECKBOX 


	Insert a video in a presentation 
	 FORMCHECKBOX 


	Insert a WordArt object
	 FORMCHECKBOX 


	Format a WordArt object using 3-D effects
	 FORMCHECKBOX 


	Insert and format a graph
	 FORMCHECKBOX 


	Edit a graph
	 FORMCHECKBOX 


	Insert and format an Organization Chart
	 FORMCHECKBOX 


	Edit an Organization Chart
	 FORMCHECKBOX 


	Save an Organization Chart
	 FORMCHECKBOX 


	Run a slide show using the Control Panel
	 FORMCHECKBOX 


	Run a slide show using the keyboard shortcuts
	 FORMCHECKBOX 


	Apply timing to a presentation
	 FORMCHECKBOX 


	Branch to another presentation 
	 FORMCHECKBOX 


	
	

	Day 3
	

	Create and save Custom Templates
	 FORMCHECKBOX 


	Manipulate pictures
	 FORMCHECKBOX 


	Embed and Link Objects
	 FORMCHECKBOX 


	Apply Transitions and Special Effects
	 FORMCHECKBOX 


	Insert Hyperlinks
	 FORMCHECKBOX 


	Use Action Buttons
	 FORMCHECKBOX 



	Day 3 (Cont.)
	

	Add Sound Effects and Video
	 FORMCHECKBOX 


	Add CD Tracks
	 FORMCHECKBOX 


	Hide Slides
	 FORMCHECKBOX 


	Generate Black slides at the end of a presentation
	 FORMCHECKBOX 


	Create Custom Shows
	 FORMCHECKBOX 






	
	

	Loop Slide Shows
	 FORMCHECKBOX 


	Save a PowerPoint Show
	 FORMCHECKBOX 


	Record Meeting Minutes and Action Items
	 FORMCHECKBOX 


	Save a presentation in HTML format
	 FORMCHECKBOX 


	Download Add-Ins
	 FORMCHECKBOX 


	Pack and Go a presentation
	 FORMCHECKBOX 


	Add CD Tracks
	 FORMCHECKBOX 
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