Training Needs Analysis Form

Microsoft Access

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 Access before? e Yes | == No |

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

How would you rate your overall skill level with Access? | =& Beginner | =& Intermediate | =& Advanced

If you have not used Access, have you used any other relational database package before?

Please specify:

If you have used database software before, which functions

have you performed?

== Creating a
database

&= Modifying
a database

& Enquiry
level only

If none or minimal
Task How would you rate your knowledge of this task? would you like to
know more?
Working with Windows and the =& None 22 Minimal = Good =& Yes =z NO
mouse
Creating a Table and formatting = None & Minimal =« Good =& Yes e NO
table design
Setting field names, data types, =& None & & Minimal =& Good =& Yes =& NO
properties and a Primary Key
Entering and editing table data =& None =& Minimal =& Good =& Yes =z NO
Searching for, sorting and filtering | =< None & & Minimal =& Good =& Yes =& NO
table data
Opening, saving, printing and =& None =& Minimal =& Good =& Yes =z NO
closing Access files
Importing and linking objects/data | < None & & Minimal =& Good =& Yes =& NO
from other tables and applications
Creating and amending a simple = None =& Minimal =& Good =& Yes == NO
Query
Using cross tab queries =& None & & Minimal =& Good =& Yes =& NO
Using parameter queries = None =& Minimal =& Good =& Yes == NO
Creating an Auto Lookup query = None 22 Minimal = Good = Yes e NO
Creating and formatting calculated | =< None = & Minimal =& Good =& Yes =2 NO
fields
Creating, formatting and using = None 2= Minimal = Good = Yes e NO
forms
Producing, editing, formatting and [ < None =& Minimal =& Good == Yes =z NO
printing reports
Adding objects and pictures to a = None & Minimal =« Good =& Yes e NO
form or report
Grouping and sorting data in a =& None & & Minimal =& Good =& Yes =2 NO
report
Defining relationships between = None & Minimal =« Good =& Yes e NO
data and relating tables
Data Integrity features: validating =& None & & Minimal =& Good =& Yes =& NO
data, data security, encryption
Creating, editing, running and =& None =& Minimal =& Good =& Yes =z NO
assigning macros

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