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	TRAINING NEEDS ANALYSIS

WORD 2000


	NAME
	
	COMPANY
	

	DATE OF COURSE
	
	TYPE
	


Have you attended our Introductory Word Course?

YES/NO

(delete where appropriate)

	How do you create a new file?
	

	How do you apply  Bold to a line of text?
	

	How do you change to Landscape?
	

	How do you Save a File?
	

	How do you print the current page?
	

	Why would you use a Template?
	

	What happens if you click the right hand mouse button?
	

	Do you know what [image: image1.png]


 are used for?
	

	Can you use Cut, Copy and Paste successfully?
	

	Have you created any Templates yourself?
	

	Do you know why you would use Print Layout View?
	

	How many clicks with the mouse select a paragraph of text?
	

	Can you insert bullets?
	

	What is the Format Painter used for?
	

	Can you set up parallel columns?
	

	What type of documents do you create?
	

	Do understand what a Style is?
	

	Have you set up your own Styles?
	

	Can you create a Table of Contents?
	

	Why would you use Word Art?
	

	How do you insert a Copyright symbol?
	

	Do you use Windows effectively?
	

	Do you understand the concept of Folders and Files?
	

	Do you like to use Shortcut keys such as SHIFT + F3 and CTRL + B
	

	How do you number paragraphs using 1. 1.1 etc?
	

	What does SHIFT + ENTER do?
	

	Can you successfully create Tables in Word?
	


Are there any other tasks you would like to perform using Word, but do not currently have the skills to do so?  This may include topics like Table of Contents, Master and Sub Documents or Macros?

	


Which topics are you particularly interested in learning when you attend your Word training?

	


Are there any problems that you regularly come across when using Word that you would like corrected?

	


Thank you for your co-operation

PLEASE RETURN THIS FORM VIA

E-MAIL TO

Jill@atraining.co.uk
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