Pre-Course Questionnaire (Excel)
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Training Requirements Questionnaire

Mullan Training has designed this pre-training questionnaire to help ascertain your current skill level in using MS Excel.  Recommendations can then be made as to the level of training you may require.  
Section 1: Contact Details

Thank you for your co-operation in completing the questionnaire, which should be emailed (or posted) to: 

	Gareth Burke
Business Development Executive
Tel:  028 9032 2228

Fax: 028 9032 2229

gareth@mullantraining.com
	Mullan Training

1st Floor Blackstaff Studios

8 – 10 Amelia Street

Belfast

BT2 7GS



 Please provide your contact details:

	Name:
	     

	Company:
	     

	Position & Dept:
	     

	Telephone No & Ext:
	     

	Email:
	     



Section 2: Experience Overview

· Below we have listed the ‘software’ packages that are associated with Microsoft Office. 
· We would like you to do is tell us what version of the individual products you are familiar with using and your proficiency of use on a scale of 1 to 5, where 1 = no experience and 5 = very experienced.   

	Software
	Used
(
	Version
	Have You Received Training?
	Proficiency Level
(min 1 ( max 5)

	Microsoft Windows
	 FORMCHECKBOX 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Word
	 FORMCHECKBOX 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Excel
	 FORMCHECKBOX 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	PowerPoint
	 FORMCHECKBOX 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Access
	 FORMCHECKBOX 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 



Section 3: Daily “Working Procedures”

· This next section is to help us identify some of the working procedures that you may carry out as part of your day to day duties and hence the computer applications you may require training for.
· Please tick yes or no to each question and add comment, as you feel necessary. 

Numerical Data

If you answer “Yes” to any of the following questions, please indicate in the comment section whether or not you use a specifically designed system or a spreadsheet such as MS Excel.

	Please Tick Yes or No to the following questions
	Yes
	
	No

	Do you carry out any statistical analysis?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you produce budget figures?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you perform any accounting based tasks?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you work with any other form of numerical information?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you maintain lists of numerical data?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Are you required to summarise or “cross-tabulate” numerical data?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Are you required to summarise numerical data by considering subtotals for particular details e.g. subtotals for each month?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Are you required to consolidate figures e.g. a monthly “roll-up” of data you record on a weekly basis?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Are you required to produce graphs? 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 



Please use the space provided to add any additional comments you may feel will be of benefit to this questionnaire.

	     


Section 4: Microsoft Excel Experience

This next section is to identify your current knowledge of the various Microsoft Office applications.  If you have any experience of using these applications please proceed to the next sections. Only complete the sections for the products you are familiar with. 

Microsoft Excel is a worksheet/spreadsheet application used to: -

· Manipulate numbers

· Produce graphs (charts) for these numbers and

· Produce “datalists” e.g. recording details of incoming/outgoing mail, stock lists, library lists etc.
We are interested in assessing your current skill level with this product. 
	Please Tick Yes or No to the following questions
	Yes
	
	No

	Are you familiar with the layout of the Excel screen?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the term ‘Cell’, in relation to Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the term ‘Range’, in relation to Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the term ‘Worksheet’, in relation to Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the term ‘Workbook’, in relation to Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you enter (type) text & numbers into an Excel Worksheet?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you edit Excel data (make corrections)?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you save, open or close an Excel Workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you format (enhance appearance of) cells in Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the term formula in relation to Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create and edit formula within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the “AutoSum” button, to total numeric data?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the Excel term ‘Relative cell addressing’?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the Excel term ‘Absolute cell addressing’?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create/edit Excel formula that uses absolute cell addresses?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you rename a worksheet?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you copy an entire worksheet, within the same workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you copy an entire worksheet, to a different workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you move an entire worksheet, within the same workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you move an entire worksheet, to a different workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you delete a worksheet(s)?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you “link” worksheet cells, in the same workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you “link” worksheet cells between different workbooks?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you maintain “linked” worksheets/workbooks?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the Excel term ‘Function’?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the Excel function Wizard?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create a chart (graph) in Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you edit (change or correct) a chart in Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you understand the Excel term datalist?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create a datalist in Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you add details to a datalist using the “Data Form”?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you “Filter” data from a datalist?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the sort facility in Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create/edit a Pivot Table within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the Subtotals facility within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the Data Consolidate facility within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the purpose of one and two input data tables?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create one and two input data tables?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the purpose of the Scenario Manager?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create macros within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 



Please use the space provided to outline difficulties you have experienced when using Excel. Outline topics you would like to have included in an Excel training course. (Attach additional information sheets if required)

	     


	Mullan Training
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