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Microsoft Excel: Training Needs Analysis Questionnaire 
 
The Excel spreadsheet should be taken to include items such as simple tables, cash flows, 
cashbooks, profit and loss accounts, error rate tables, sales figures, catalogues of items, 
production figures and other management information, etc. 
 
Rate your knowledge and ability to do each item as either – 
 

 not needed,  
 know very little about how to do this,  
 still have some problems still doing this or  
 can do this confidently every time. 
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1 How much do you use Microsoft Excel in your day to day work. □ □ □ □ 

2 How to use toolbars and icons that appear in MS Excel. □ □ □ □ 

3 The basics (How to open, close and save and create new 
spreadsheets). □ □ □ □ 

4 Work with multiple Spreadsheets. □ □ □ □ 

5 Move around a large spreadsheet quickly. □ □ □ □ 

6 Input simple information and figures into a spreadsheet. □ □ □ □ 

7 Automate some of your inputting e.g. so that you don’t have to 
type every item into a spreadsheet in full. □ □ □ □ 

8 Check your spelling within a spreadsheet. □ □ □ □ 

9 Select items within a spreadsheet for editing, formatting or other 
reason. □ □ □ □ 

10 Change the font and colour of text and numbers.  □ □ □ □ 

11 Use different types of number, such as percentages & currency. □ □ □ □ 

12 How to show information on the screen better by adjusting widths 
of columns and wrapping text. □ □ □ □ 

13 Adding borders and shading to the spreadsheet. □ □ □ □ 

14 Move information such as text, numbers, pictures and formulae 
around a spreadsheet and between different spreadsheets. □ □ □ □ 

15 Search through a spreadsheet and replace information. □ □ □ □ 

16 Build spreadsheets that will automatically perform needed 
calculations for you. □ □ □ □ 

17 Design spreadsheets that automatically add several pieces of 
information when you add one!  □ □ □ □ 

18 Use different sizes and orientation of pages you print. □ □ □ □ 

19 Print large spreadsheets in a more effective way or just particular 
parts of spreadsheets. □ □ □ □ 

 



   

Universal Solutions 4 Business Limited - 268 Victoria Street - Newton - Hyde - Cheshire - SK14 4DT 
Telephone: 0161 367 8999 - Mobile: 07887 533 359 - Email: info@us4b.co.uk - Web: www.us4b.co.uk 

Directors: Colin Foster (Managing), Mike Scott, Elaine Foster (Company Secretary) 
Registered in England: Number 3883235 VAT Registration Number: 748 4077 07 

 
 
Rate your knowledge and ability to do each item as either – 
 

 not needed,  
 know very little about how to do this,  
 still have some problems still doing this or  
 can do this confidently every time. 

 N
ot

 n
ee

de
d 

V
er

y 
Li

ttl
e 

S
om

e 
P

ro
bl

em
s 

C
on

fid
en

tly
 

20 Add information to several spreadsheets at the same time. □ □ □ □ 

21 
Highlight information on a spreadsheet automatically under 
certain pre defined conditions (e.g. highlight any entry in the 
spreadsheet in red that’s over £200) 

□ □ □ □ 

22 Removing gridlines and hiding columns and rows temporarily or 
all the time. □ □ □ □ 

23 Use dates. □ □ □ □ 

24 Sort out problems with formulas within your spreadsheets. □ □ □ □ 

25 Sort information in alphabetical, number or date order.  □ □ □ □ 

26 Temporarily filter out un-needed information from the screen 
(e.g. Ignore locations producing over 200 units/ month) □ □ □ □ 

27 Group information to allow you to analyse it better. □ □ □ □ 

28 Produce charts from information you have in a spreadsheet. □ □ □ □ 

29 Change the type and style of charts you produce. □ □ □ □ 

30 Add shapes and pictures to spreadsheets to help explain them. □ □ □ □ 

31 Copy data into spreadsheets from word, outlook, etc. □ □ □ □ 

32 Create links to other documents and the web. □ □ □ □ 

33 Copy information from other databases and the web into Excel □ □ □ □ 

34 Create similar spreadsheets repeatedly using templates, □ □ □ □ 

35 Analyse your data in different ways using variables and 
scenarios. □ □ □ □ 

36 Automate tasks using macros. □ □ □ □ 

37 Password Protect Excel files and spreadsheets. □ □ □ □ 

38 Limit what information can be input onto parts of a spreadsheet. □ □ □ □ 

39 Customise various options within Excel, such as the view, 
security, toolbars, custom lists, etc.  □ □ □ □ 

40 Share, compare and merge spreadsheets between many users. □ □ □ □ 

41 Consolidate data across several spreadsheets. □ □ □ □ 

 


