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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

	Access Basic
	Start Microsoft Access
	
	

	
	Creating a table
	
	

	
	Add table to database
	
	

	
	Data
	
	

	
	Enter data
	
	

	
	Add record
	
	

	
	Select items
	
	

	
	Edit data, delete record
	
	

	
	Fields
	
	

	
	Add, modify delete fields
	
	

	
	Sorting
	
	

	
	Sort records
	
	

	
	Find records
	
	

	
	Combine find & sort
	
	

	
	Queries
	
	

	
	Create, modify query
	
	

	
	Formatting
	
	

	
	Format datasheet
	
	

	
	Working with numbers and dates
	
	

	
	Numbers, dates
	
	

	
	Set default entries
	
	

	
	Forms
	
	

	
	Create form layout
	
	

	
	View & use form
	
	

	
	Modify form
	
	

	
	Add list box to form
	
	

	
	Add custom button
	
	

	
	Use button & list box
	
	

	
	Form fields
	
	

	
	Change properties
	
	

	
	Add calculated field
	
	

	
	Reports
	
	

	
	Report with totals
	
	

	
	Modify report & print
	
	

	Access Intermediate
	Tables, Fields & Records
	
	

	
	Relationships between tables
	
	

	
	Indexing & primary keys
	
	

	
	Defining relationships
	
	

	
	Creating lookup fields
	
	

	
	Datasheets 
	
	

	
	Search features
	
	

	
	Printing datasheets
	
	

	
	Forms
	
	

	
	Printing forms
	
	

	
	Altering existing forms
	
	

	
	Formatting properties
	
	

	
	Rearrange & delete Form Design Items
	
	

	
	Adding objects
	
	

	
	Queries
	
	

	
	Writing criteria for queries
	
	

	
	Performing calculations with queries
	
	

	
	Action queries
	
	

	
	Reports
	
	

	
	Altering report design
	
	

	
	Properties & Property Sheets
	
	

	
	Refining the design
	
	

	
	Queries for customised reports
	
	

	
	Creating databases with wizards
	
	

	
	Connecting through the switchboard
	
	

	
	Adding the personal touch
	
	

	
	Macro’s
	
	

	
	Creating
	
	

	
	Using
	
	


List any topics not mentioned above which you feel you need to know:
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