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	Name:
	     
	Job Title:
	     

	
	
	
	

	Department:
	     
	Location:
	     

	
	
	
	

	Telephone:
	     
	Date:
	     

	
	
	
	


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
	The skills outlined have been acquired to a level sufficient for current job requirements

	
	

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

	
	

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

	
	


	Foundation Microsoft Excel
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Entering & editing data & text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Adjusting columns & rows
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting & deleting columns & rows
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Selecting & formatting data & text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Copying & pasting data & text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using Autosum for calculations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Building formulas to perform calculations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using basic functions to perform calculations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Saving & printing spreadsheets
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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



	Intermediate Microsoft Excel
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Using absolute cell references in formulas
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Linking data between worksheets & workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using date & time functions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up conditional formatting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Password protecting workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Conditional logic: using IF statements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Applying auto &  advanced filters to data
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating graphs & charts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating sub-totals & working with levels
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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



	Advanced Microsoft Excel
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Using advanced Excel functions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Conditional logic: nested IF & AND statements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Finding data records using H & VLookups
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating & using macros
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sorting data using Pivot Tables & Pivot Charts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data validation: creating drop-down lists
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Password protecting individual cells
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Consolidating data in multiple spreadsheets.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Linking spreadsheets with Word & PowerPoint
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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