CURRENT SKILLS ANALYSIS FORM
MICROSOFT™ WORD 
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Microsoft™ Word 

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 Word for Windows? 
 FORMDROPDOWN 

If yes, how long have you been using it?      
2.
Briefly describe the type of documentation you are/or will be required to produce using Word  for Windows, eg, letters, memos, minutes, manuals, etc.

     
· 3.
Do you think any of the following WP skills will increase your efficiency and productivity in the workplace?

· Performing a mail merge
 FORMCHECKBOX 

· Working efficiently with long documents 
 FORMCHECKBOX 

· Creating Tables of Contents and Indexes
 FORMCHECKBOX 

· Creating and using templates 
 FORMCHECKBOX 

· Creating tables which include mathematical calculations
 FORMCHECKBOX 

· Inserting graphic images into documents 
 FORMCHECKBOX 

· Sharing information with other applications 
 FORMCHECKBOX 

· Recording and using macros
 FORMCHECKBOX 

Other.  Please comment       
4.
Please list below any other computer packages (if any) that you are currently using and their main function in your working environment.  e.g. Microsoft Excel - create and format spreadsheets containing formulas and generating charts.

     
5.
Please list any computer packages you have used in the past and at what skill level you considered yourself when using these.  e.g. WP51

     
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
	

	Enter text to create a document
	 FORMCHECKBOX 


	Save and close a document
	 FORMCHECKBOX 


	Navigate around a document
	 FORMCHECKBOX 


	Select text
	 FORMCHECKBOX 


	Open and close a document
	 FORMCHECKBOX 


	Apply formatting (i.e. bolding, underline, 
changing fonts)
	 FORMCHECKBOX 


	Centre, left or right justify text
	 FORMCHECKBOX 


	Perform a Spell Check
	 FORMCHECKBOX 


	Move or copy and paste text
	 FORMCHECKBOX 


	Create a document from a template
	 FORMCHECKBOX 


	Enter data into a preformatted template
	 FORMCHECKBOX 


	Use the On-line help
	 FORMCHECKBOX 


	Preview and Print a document
	 FORMCHECKBOX 


	
	

	Day 2
	

	Use the Format Painter 
	 FORMCHECKBOX 


	Format paragraphs (i.e. double-line spacing)
	 FORMCHECKBOX 


	Use bullets/numbers and multilevel numbering
	 FORMCHECKBOX 


	Alter default margins
	 FORMCHECKBOX 


	Change the orientation of paper
	 FORMCHECKBOX 


	Set and use tabs
	 FORMCHECKBOX 


	Indent paragraphs of text
	 FORMCHECKBOX 


	Create and edit headers and footers
	 FORMCHECKBOX 


	Create and format columns
	 FORMCHECKBOX 


	Perform a simple mail merge
	 FORMCHECKBOX 


	Merge addresses onto mailing labels
	 FORMCHECKBOX 


	Create a data list
	 FORMCHECKBOX 


	Add borders and shading to text and tables
	 FORMCHECKBOX 


	Modify bullets and numbering
	 FORMCHECKBOX 


	Apply multilevel numbering
	 FORMCHECKBOX 


	Create a simple table
	 FORMCHECKBOX 


	Resize a table
	 FORMCHECKBOX 



	
	

	
	

	 Day 2 (Cont.)
	

	Merge cells in a table.
	 FORMCHECKBOX 


	Format a table
	 FORMCHECKBOX 


	Apply Autoformatting to a table
	 FORMCHECKBOX 


	Create an Autotext entry
	 FORMCHECKBOX 


	Edit an Autotext entry
	 FORMCHECKBOX 


	Insert AutoText entries
	 FORMCHECKBOX 


	
	

	Day 3
	

	Divide a document into sections
	 FORMCHECKBOX 


	Change the page orientation from Landscape to Portrait
	 FORMCHECKBOX 


	Insert page numbering
	 FORMCHECKBOX 


	Create different headers and footers in a document
	 FORMCHECKBOX 


	Format a document using columns
	 FORMCHECKBOX 


	Use styles in a document
	 FORMCHECKBOX 


	Modify existing styles
	 FORMCHECKBOX 


	Apply outline numbering to headings
	 FORMCHECKBOX 


	Generate a table of contents
	 FORMCHECKBOX 


	Autosummarize a document
	 FORMCHECKBOX 


	Use the Style Gallery
	 FORMCHECKBOX 


	Draw a table
	 FORMCHECKBOX 


	Apply Page Borders
	 FORMCHECKBOX 


	Use WordArt
	 FORMCHECKBOX 


	Create a Watermark
	 FORMCHECKBOX 


	Use Track Changes
	 FORMCHECKBOX 


	
	

	Day 4
	

	Create and customise  toolbars
	 FORMCHECKBOX 


	Create and use a template 
	 FORMCHECKBOX 


	Create a template from an existing document
	 FORMCHECKBOX 


	Use result and action fields
	 FORMCHECKBOX 


	Create a bookmark
	 FORMCHECKBOX 


	Insert cross-references
	 FORMCHECKBOX 


	Record, run and assign macros
	 FORMCHECKBOX 



	Day 4 (Cont.)
	

	Create, apply and redefine styles
	 FORMCHECKBOX 


	Apply heading numbering
	 FORMCHECKBOX 


	Generate a table of contents and an index
	 FORMCHECKBOX 


	Use footnotes and endnotes
	 FORMCHECKBOX 


	Use Outline View
	 FORMCHECKBOX 


	Use the Organiser
	 FORMCHECKBOX 


	
	

	Day 5
	

	Add a Heading row
	 FORMCHECKBOX 


	Convert text to tables
	 FORMCHECKBOX 


	Perform mathematical calculations in tables
	 FORMCHECKBOX 


	Sort text and tables
	 FORMCHECKBOX 


	Use advanced mail merge features (ie insert the If Then Else Statement, etc.)
	 FORMCHECKBOX 


	Create Forms using fields
	 FORMCHECKBOX 






	Day 5 (Cont.)
	

	Insert Form fields
	 FORMCHECKBOX 


	Apply protection to Forms
	 FORMCHECKBOX 


	Fill in fields in a Form
	 FORMCHECKBOX 


	Create a Master Document
	 FORMCHECKBOX 


	Work with a Master Document
	 FORMCHECKBOX 


	Insert spreadsheets in a Word document
	 FORMCHECKBOX 


	Link embedding objects to Word document 
	 FORMCHECKBOX 


	Import a Database
	 FORMCHECKBOX 


	Use an imported Database to perform a Mail Merge
	 FORMCHECKBOX 


	Insert and edit graphics
	 FORMCHECKBOX 


	Crop a graphic
	 FORMCHECKBOX 


	Apply text wrapping to a graphic
	 FORMCHECKBOX 


	Use the Drawing Toolbar
	 FORMCHECKBOX 


	Create a WordArt text
	 FORMCHECKBOX 
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