Training Needs Analysis Form

Microsoft Windows End User Level

quality’

Please take a few moments to complete this form. It will help us to determine your current skill level and design a
tailored training programme to suit. Please be honest and accurate with your answers. Thank you.

Name:

Company:

Department:

Have you used Microsoft Windows before?

| == Yes

& NO

If yes, which version of Windows have you used? Please specify:

How would you rate your overall skill level with Windows?

[ =& Beginner |

« Intermediate |

& & Advanced

If none or minimal

Task How would you rate your knowledge of this task? would you like to
know more?

Working with the mouse and =& None & Minimal = Good =& Yes =z NO
keyboard
Using the desktop area and the = None 22 Minimal = Good = Yes ez NO
Start menu
Minimising, restoring, maximising, | e None & Minimal = Good =& Yes =z NO
resizing and dragging windows
Switching between applications = None & Minimal =« Good =& Yes e NO
Using menus, toolbars and =& None & & Minimal =& Good =& Yes =2 NO
shortcut keys
Using accessories (Wordpad, &« None e Minimal & Good e Yes e NO
calculator, Notepad, drawings)
Opening, saving, closing and =& None & & Minimal =& Good =& Yes =& NO
deleting files
Searching for documents and =& None 2 Minimal =& Good =& Yes == NO
folders
Using Windows Explorer = None 22 Minimal = Good = Yes e NO
Creating folders == None = & Minimal =& Good == Yes =z NO
Moving and copying documents = None 22 Minimal = Good = Yes e NO
Deleting documents and folders = None = & Minimal =& Good =& Yes =2 NO
Renaming documents and folders | < None & Minimal =& Good =& Yes e NO
Using the recycle bin == None & & Minimal =& Good == Yes & NO
Formatting floppy disks = None & Minimal =& Good =& Yes e NO
Customising the desktop and =& None & & Minimal =& Good =& Yes =2 NO
toolbars
Creating desktop icons =& None =& Minimal =& Good =& Yes =z NO
Using the control panel =& None & & Minimal =& Good =& Yes =& NO
Understanding what hardware is =& None =& Minimal =& Good =& Yes =z NO
and its functions
Understanding the main software | < None & & Minimal =& Good =& Yes =& NO
applications and their functions

Are there any other topics, not shown above, which you would like covered? Please specify:
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