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Training Needs Assessment


This assessment will be used to ascertain your skills level in order to offer the most effective training possible.

Name:
 Company:

In the ‘Know’ column, please tick items which you know how to do. The items in bold are headings so if you know how to do all the tasks within that heading, simply tick the heading. If you do not need to know about the topic, please tick the ‘N/A’ box.
	Course
	Topics
	Know
	N/A

	Word Basic
	Creating & saving a document
	
	

	
	Create new document
	
	

	
	Save document
	
	

	
	Save with new name
	
	

	
	Open saved document
	
	

	
	Page set-up and printing
	
	

	
	Page set-up
	
	

	
	Print document
	
	

	
	Proofing
	
	

	
	Find text
	
	

	
	Replace text
	
	

	
	Check spelling
	
	

	
	Editing text
	
	

	
	Highlight text
	
	

	
	Cut, copy, paste, clear
	
	

	
	Drag & drop editing
	
	

	
	Undo changes
	
	

	
	Formatting
	
	

	
	Change fonts, sizes
	
	

	
	Apply font styles
	
	

	
	Use Font dialog box
	
	

	
	Multiple documents
	
	

	
	Align text
	
	

	
	Apply indents
	
	

	
	Apply line spacing
	
	

	
	Paragraph dialog box
	
	

	
	Tabs
	
	

	
	Use tab stops
	
	

	
	Use tab leaders
	
	

	Word Intermediate
	File management, Templates
	
	

	
	Creating templates
	
	

	
	Passwords
	
	

	
	Graphics & WordArt
	
	

	
	Creating special effects
	
	

	
	Working with graphics
	
	

	
	Help
	
	

	
	Using on line help and tips
	
	

	
	Customising Toolbars, Menus and Keyboards
	
	

	
	Using Toolbars                         
	
	

	
	Customising                           
	
	

	
	Add a button to a toolbar
	
	

	
	Macro’s
	
	

	
	Recording
	
	

	
	Running
 
	
	

	
	Add a macro button to a toolbar
	
	

	
	Mail Merge: Form Letters, Envelopes
	
	

	
	Main document

	
	

	
	Data Source

	
	

	
	Merging                              
	
	

	
	Merging envelopes
 
	
	

	
	Page Layout
	
	

	
	Page Set-up
	
	

	
	Columns  
	
	

	
	Headers and Footers
	
	

	
	Headers
	
	

	
	Footers                           
	
	

	
	Printing: Documents, Envelopes, Labels
	
	

	
	Change page margins
	
	

	
	Previewing                            
	
	

	
	Printing                              
	
	

	
	Shrinking to fit on one page

	
	

	
	Printing an envelope                   
	
	

	
	Proofing Tools: 
	
	

	
	Spelling
	
	

	
	Thesaurus
	
	

	
	Grammar
	
	

	
	AutoText                              
	
	

	
	AutoCorrect
	
	

	
	Dictionary: deleting entries
	
	

	
	References
	
	

	
	Creating a Table of contents               
	
	

	
	Tables & Charts: Creating and Editing
	
	

	
	Creating a table                        
	
	

	
	Editing a Table                         
	
	

	
	Using the Spike
	
	

	Word Advanced
	Lists
	
	

	
	Bullets & Numbering
	
	

	
	Styles
	
	

	
	Style gallery
	
	

	
	Define paragraph styles
	
	

	
	Modify styles
	
	

	
	Sections
	
	

	
	Create sections
	
	

	
	Headers & Footers in sections
	
	

	
	Editing
	
	

	
	Revisions
	
	

	
	Documents
	
	

	
	Merging documents
	
	

	
	Protect documents
	
	

	
	Tables
	
	

	
	Drawing tables
	
	

	
	Autoformat
	
	

	
	Headings
	
	

	
	Convert to text
	
	

	
	Sort
	
	

	
	Formulae
	
	

	
	Web pages
	
	

	
	Create web page do.
	
	

	
	Convert to HTML
	
	

	
	Create link to page
	
	

	
	View page in browser
	
	


List any topics not mentioned above which you feel you need to know:
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