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	Job Title:
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How to Use this Form

	This form is provided as a tool to help identify your training needs. For the purpose of this analysis the following levels of competence have been defined:

	
	

	Competent for Current Needs
	Skills outlined have been acquired to a level sufficient for current job requirements

	
	

	Further Training Needed
	Skills outlined need further development in order to satisfy current job requirements

	
	

	Skills Not Required
	Skills outlined are not currently required to satisfy current job requirements

	
	


	Foundation Microsoft Access
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Creating a new database
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Opening database files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating Tables & using Table views
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of data types
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting Primary Keys
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Changing field properties
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating Input Masks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Building relational databases
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using sub datasheets
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you have additional training needs,  please outline your requirements:



	Intermediate Microsoft Access
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Creating & using Forms
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Editing Forms in Design view
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using graphics in Forms
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using data filters
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating & running Queries
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating & printing Reports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sorting & filtering records
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using calculations in Queries
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Importing & exporting data into Word & Excel
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you have additional training needs,  please outline your requirements:




	Advanced Microsoft Access
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Using AND and OR conditional statements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating cross tab queries
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating a Switchboard
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using Macros to pass conditions between Forms
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using Macros to run Reports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Database repair & compacting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Protecting databases
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Securing data by database replication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Introduction to Visual Basic (VBA) for Access
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you have additional training needs,  please outline your requirements:
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