Microsoft PowerPoint Training Needs Analysis
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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
	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 PowerPoint
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Creating a new presentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting and formatting text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Formatting bulleted lists & changing styles
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting and deleting slides
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Re-ordering slides
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Applying slide transition effects
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating slide element animations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting headers & footers, slide numbers etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Running the slideshow & printing handouts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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



	Advanced PowerPoint
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Setting up & formatting the slide master
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating custom slideshow templates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Importing graphics & video
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Adding sound to slideshow presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Adding custom text boxes and shapes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting graphs and charts 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating layouts with tables
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Navigating to specific slides with hyperlinks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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




	PowerPoint 2007 Conversion
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Overview of the Ribbon menu and Galleries
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Formatting the range of slide masters
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Adding transitions & animations in 2007
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using 2007 drawing tools
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting SmartArt objects
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Formatting handout masters
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using 2007 Themes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Embedding linked objects (eg spreadsheets)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Saving the presentation as a stand-alone show
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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