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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.

Company: 

Delegate Name:


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

	Excel Basic
	Creating & saving a workbook
	
	

	
	Select cells
	
	

	
	Enter text
	
	

	
	Save workbook file
	
	

	
	Entering data
	
	

	
	Enter numbers, save
	
	

	
	Highlight cells
	
	

	
	Formulae & functions
	
	

	
	Enter simple formulas
	
	

	
	Use function to add
	
	

	
	Copy formula (relative)
	
	

	
	Create data series
	
	

	
	Copy formula (absolute)
	
	

	
	Paste function
	
	

	
	Formatting
	
	

	
	Format text
	
	

	
	Change fonts, sizes
	
	

	
	Change alignment
	
	

	
	Set col. width, row height
	
	

	
	Inserting, deleting & formatting cells
	
	

	
	Insert & delete cells
	
	

	
	Gridlines & borders
	
	

	
	Add cell shading
	
	

	
	Format numbers
	
	

	
	Printing
	
	

	
	Set print area
	
	

	
	Page set-up
	
	

	
	Print
	
	

	Excel Intermediate
	Dates
	
	

	
	Enter & format dates
	
	

	
	Date calculation
	
	

	
	Sorting
	
	

	
	Sort data
	
	

	
	Views
	
	

	
	Divide into panes
	
	

	
	Protection
	
	

	
	Lock cells & protect
	
	

	
	Charts
	
	

	
	Make chart
	
	

	
	Chart, separate sheet
	
	

	
	Format chart text
	
	

	
	Format chart objects
	
	

	
	Different chart type
	
	

	
	Formatting objects
	
	

	
	Add data to chart
	
	

	
	Reorganise worksheets/workbooks
	
	

	
	Multiple sheets
	
	

	
	Add more sheets
	
	

	
	This must go in another worksheet.
	
	

	
	Putting worksheet/data in another workbook
	
	

	
	Finding my workbook
	
	

	Excel Advanced
	Autoformat
	
	

	
	Formatting Data with Autoformat
	
	

	
	Modifying an Autoformat
	
	

	
	Styles
	
	

	
	Creating a style
	
	

	
	Applying a style
	
	

	
	AutoCorrect
	
	

	
	Using AutoCorrect
	
	

	
	Comments
	
	

	
	Cell comments 
	
	

	
	Lists, sorting, filtering
	
	

	
	Data forms 
	
	

	
	Form worksheet
	
	

	
	Forms toolbar
	
	

	
	Combo Box
	
	

	
	Linking to ranges
	
	

	
	Spinner
	
	

	
	Graphics
	
	

	
	Formatting
	
	

	
	Entering data
	
	

	
	Links
	
	

	
	Creating links between Worksheets & workbooks
	
	

	
	Consolidating Data 
	
	

	
	Macro’s
	
	

	
	Recording & running a macro
	
	

	
	Understanding macro code
	
	

	
	Toolbars
	
	

	
	Create a toolbar 
	
	

	
	Customising a toolbar 
	
	


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