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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:


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

	PowerPoint Basic
	Start PowerPoint
	
	

	
	Create presentation
	
	

	
	Add text to slide
	
	

	
	Save presentation
	
	

	
	Add new slide
	
	

	
	Add in outline view
	
	

	
	Create slide show
	
	

	
	Check spelling
	
	

	
	Editing slides
	
	

	
	View slides, slide view
	
	

	
	Edit & rearrange text
	
	

	
	Rearrange slides
	
	

	
	Delete slide
	
	

	
	Change fonts & styles
	
	

	
	Use  slide master
	
	

	
	Graphics
	
	

	
	Draw graphic objects
	
	

	
	Move, resize & delete
	
	

	
	Use drawing aids
	
	

	
	Draw more objects
	
	

	
	Select objects
	
	

	
	Use lines tools
	
	

	
	Use Basic Shapes tools
	
	

	
	Modify Basic Shapes
	
	

	
	Duplicate objects
	
	

	
	Attach text to objects
	
	

	
	Change object file
	
	

	
	Change outline, shadow
	
	

	
	Align objects
	
	

	
	Change stack order
	
	

	PowerPoint Intermediate
	Create slide with graph, format graph
	
	

	
	Add clip art, insert WordArt, Add text & graphics to master
	
	

	
	Apply presentation template
	
	

	
	Speaker notes, overhead slides, print notes and handouts
	
	

	
	Create speaker notes
	
	

	
	Create audience handouts
	
	

	
	Print as overhead slides, print notes and handouts
	
	

	
	Use AutoContent wizard
	
	

	
	Customising the presentation:
	
	

	
	Editing the slide template
	
	

	
	Transition effects
	
	

	
	The Text Build effect
	
	

	
	Hiding a slide
	
	

	
	Advanced ClipArt
	
	

	
	Resizing and moving ClipArt
	
	

	
	Using Ungroup to make changes to picture
	
	

	
	Importing and Exporting files
	
	

	
	Importing a Word file
	
	

	
	Importing Excel data
	
	

	
	Inserting an Excel worksheet into a Slide
	
	

	
	Inserting a Word table
	
	

	
	Exporting slides
	
	

	
	Working with backgrounds
	
	

	
	Creating a custom background
	
	

	
	Using shaded fill
	
	

	
	Using semi-transparent fill
	
	

	
	Embossing objects
	
	

	
	Checking slides
	
	

	
	Using Style Checker to check for Spelling, Visual Clarity and Case
	
	

	
	Style checker options
	
	

	
	Using AutoCorrect
	
	

	
	Using the Replace With option
	
	

	
	And finally
	
	

	
	Using Pack & Go
	
	

	
	The PowerPoint viewer
	
	

	
	Automatic Slide Show Launch
	
	

	
	The Slide Meter
	
	

	
	Meeting Minder
	
	

	
	Creating an Action Items list
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