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Excel Questionnaire

To assist us in evaluating your current skill level in Microsoft Excel, please complete this questionnaire.  This will ensure that individual training sessions can be tailored to suit your requirements or that you are placed on the most appropriate training programme.

How to fill out the form:

The cursor will be place in the first box (Name box) 

To move from one area to the next – use the TAB key on your keyboard or click with your mouse.

To mark an X  in a checkbox – click into that box or hit the space bar to tick / tick off a check box.  

	Name:
	Type your answer here
	Company / Department:
	Type your answer here
	Date:
	Type your answer here


	
	2000
	2003
	2007

	What Version of Excel are you using?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Yes
	No
	

	Have you had formal training in MS Excel?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If Yes, please specify the course level, location and approximate date
	Type your answer here

	How long have you been using Excel?
	Type your answer here

	Please list other Windows Products you use.
	Type your answer here


Please Check One of the numbers beside each statement to indicate your level of knowledge according to the scale below.  Option 5 can be circled on its own or in addition to Options 2 - 4:-

	1 = High
	2 = Moderate
	3 = Low
	4  = No knowledge at all
	5 = Need to know


	1.
Excel Basic Features

This section details the basic features of Excel which are essential for all users

	
	1
	2
	3
	4
	5

	a. 
	Create a new Workbook / File
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Enter Data - Text, Values 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Create Formulae to Add, Subtract, Multiply, Divide
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Highlight Ranges and non-contiguous Ranges
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Navigate the spreadsheet with the cursor movement keys
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	f. 
	Understand the different mouse shapes on the worksheet (cross, arrow)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	g. 
	Cut, Copy and Paste Cells and Ranges
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	h. 
	Save a Workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	i. I
	Insert Rows / Columns
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	j. 
	Use the View menu - Toolbars, Zoom
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	k. 
	Use the Freeze Panes command to freeze rows / columns on the sheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	2.
Formatting Text

This section details the facilities available in Excel for enhancing the text in a workbook. 

	
	1
	2
	3
	4
	5

	a. 
	Bold, Underline, Italics, Font Changes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Apply Borders / Lines to Ranges
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Align text with the Format, Cells, Alignment command
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Format Value cells (£, %, no. of decimals etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Apply Shading to cells
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1 = High
	2 = Moderate
	3 = Low
	4  = No knowledge at all
	5 = Need to know


	3.
Printing

This section deals with the Print features in Excel

	
	1
	2
	3
	4
	5

	a. 
	Preview and Print the current Sheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Print a Range from the Sheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Group Sheets for Printing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Change the Page Setup - Landscape / Portrait, Gridlines - on/off, Margins
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Insert Page Breaks, Compress Print, Use Headers / Footers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	4.
Functions

Excel has a large number of built in functions.  The most commonly used are mentioned below.

	
	1
	2
	3
	4
	5

	a. 
	Use the Sum, Average, Max, Min, Count statistical functions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Use the Sumif, Countif functions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Use the IF statement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Use Absolute (F4) cell references in a formula
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Use Date/Time functions for calculations on dates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	5.
Charts

	
	1
	2
	3
	4
	5

	a. 
	Create a chart from worksheet data (on the current sheet)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Create a chart from worksheet data on a new sheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Edit the chart - patterns, fonts, gridlines, axis, scaling
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Add data to an existing chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Print the chart
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	1 = High
	2 = Moderate
	3 = Low
	4  = No knowledge at all
	5 = Need to know


	6.
Multiple Sheets

A Workbook can have up to 255 sheets

	
	1
	2
	3
	4
	5

	a. 
	Rename Sheets
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Copy / Move sheets around the workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Copy / Move sheets to another workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Group sheets
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Link sheets with formulae
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	f. 
	Link sheets with the Copy / Paste Special command
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	7.
Multiple Files in Excel

	
	1
	2
	3
	4
	5

	a. 
	Use the Windows command to switch between open files / workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Create a link between files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Edit the Links
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	8.
Protecting the Worksheet / Workbook

	
	1
	2
	3
	4
	5

	a. 
	Lock / Unlock Cells
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Protect the Worksheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Protect the Workbook
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	9.
Data Menu

Excel has powerful Data facilities which enable the user to Sort lists of data, Filter records by setting 

criteria, Enter data into a list using a form, Summarise data using the Pivot Table feature. 

	
	1
	2
	3
	4
	5

	a. 
	Set up a database on the spreadsheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Sort the Database
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Use the Filter command to extract records matching a set criteria
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Enter records to the database using the Form screen
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Create a Pivot Table to summarise data from the database
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	10.
Managing Files in Excel with the Find File command

	
	1
	2
	3
	4
	5

	a. 
	Use the Find File Facility to look for a workbook 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Search for workbooks which match a criteria set by you
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Delete, Copy, Move workbooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	1 = High
	2 = Moderate
	3 = Low
	4  = No knowledge at all
	5 = Need to know


	11.
Templates

All documents in Excel are based on a Template.  The File New command creates a blank workbook. 

Templates can be created for frequently used spreadsheets such as expense sheets, weekly / 

monthly reports etc.

	
	1
	2
	3
	4
	5

	a. 
	Create a Template
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Change the settings for the default template
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	12.
Features

Excel has a number of useful features which can help audit the worksheet, achieve goals,

automatically save workbooks etc.  

	
	1
	2
	3
	4
	5

	a. 
	Add in the Autosave feature to prompt the user to save the current file
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Use the Goalseek command to achieve a figure based on changing another
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Use the Audit command to trace dependent cells
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Insert a picture on the worksheet (e.g. Company Logo)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. 
	Insert data from other systems into a spreadsheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	f. 
	Save data to other formats
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	g. 
	Exchange data from excel with other applications (PowerPoint / Word)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	13.
Toolbars / Macros

The Toolbars in Excel can be customised to include some of the commands you regularly use.  For

more complex operations a Macro can be created and run.  

	
	1
	2
	3
	4
	5

	a. 
	Customise the Toolbar
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. 
	Create a keystroke substitute Macro
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. 
	Run a Macro
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. 
	Assign a Macro to a Button
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Please list below any comments you believe are relevant, specific problems you have and/or areas of interest:-

	Type your answer in here...

	     

	     

	     


© This Questionnaire may not be used, copied or reproduced without prior permission from OlasIT.
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