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Evaluation Questionnaire 

Excel – Basics

	Name and first name
	
	
	Company
	


Objective :

This questionnaire is essential to us. Indeed, it is one of the best ways we have to evaluate your knowledge concerning Excel 2003. Filling it in ,will allow us to place you in a homogeneous group.
You’ll notice that there are two sections in our survey. The first section concerns the spreadsheet’s  basic functions, then in the second part, the more advanced ones. 
The basics are necessary for all those using a table maker in view to create tables containing simple formulas, charts, lists,…and therefore, also needing to print them out. It is indispensable to manage these functionalities to be able to approach the more advanced functions.

The advanced functions concern complex formulas and charts slightly more elaborated. Meanwhile, they are far less used than the basic ones.
	Basic functions
	Knowledge

	
	Yes
	Partly
	No
	Don’t know

	Use the icons placed on the Standard and Formatting toolbar
	(
	(
	(
	(

	Use the interactive toolbars with the drop down lists 
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	(
	(
	(
	(

	Use the customised menus
	(
	(
	(
	(

	Modify and restore the toolbars
	(
	(
	(
	(

	Use the Excel’s help 
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	(
	(
	(
	(

	Move up & down, left & right in a spreadsheet.
	(
	(
	(
	(

	Select cells by using the mouse
	(
	(
	(
	(

	Select cells by using the keyboard
	(
	(
	(
	(

	Position yourself in a spreadsheet.
	(
	(
	(
	(

	Use certain shortcuts with the contextual menu.
	(
	(
	(
	(

	Undo certain manipulations
	(
	(
	(
	(

	Correct a mistake in a cell.
	(
	(
	(
	(

	Enter text and values.
	(
	(
	(
	(

	Copy, move or delete text.
	(
	(
	(
	(

	Copying several cells containing text
	(
	(
	(
	(


	Table conception
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Name a worksheet
	(
	(
	(
	(

	Insert a worksheet
	(
	(
	(
	(

	Delete a worksheet
	(
	(
	(
	(

	Modify the columns length and rows height
	(
	(
	(
	(

	Insert columns and rows
	(
	(
	(
	(

	Delete columns and rows
	(
	(
	(
	(

	Change the font size
	(
	(
	(
	(

	Select bold, italic and underline
	(
	(
	(
	(

	Change the font colour
	(
	(
	(
	(

	Change the cells alignment (left, centre, …)
	(
	(
	(
	(

	Centre vertically in a cell
	(
	(
	(
	(

	Merge cells
	(
	(
	(
	(

	Format your table with borders
	(
	(
	(
	(

	Suppress borders from your table
	(
	(
	(
	(

	Select a cell’s pattern
	(
	(
	(
	(

	Do a simple formula
	(
	(
	(
	(

	Copy a formula
	(
	(
	(
	(

	Use the Paste function
	(
	(
	(
	(

	Use basic functions : Sum, Average,…
	(
	(
	(
	(

	Use the Euro format
	(
	(
	(
	(

	Use the number formats : currency, decimal places,…
	(
	(
	(
	(

	Use the various date formats 
	(
	(
	(
	(

	Work out a percentage
	(
	(
	(
	(

	Use absolute references for formulas.
	(
	(
	(
	(

	Copy a table into Word 2003
	(
	(
	(
	(

	Copy a table into Word 2003 with a link
	(
	(
	(
	(


	File management
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Save a book
	(
	(
	(
	(

	Close a book
	(
	(
	(
	(

	Use the HTML format (internet)
	(
	(
	(
	(

	Open a book
	(
	(
	(
	(

	Open a book with a preview
	(
	(
	(
	(

	Use the Favourite function
	(
	(
	(
	(

	Send a book by e-mail
	(
	(
	(
	(


	Printing a table
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Modify a table’s margins
	(
	(
	(
	(

	Change the sheet’s orientation
	(
	(
	(
	(

	Number the pages
	(
	(
	(
	(

	Define the Header and Footer
	(
	(
	(
	(

	Insert a page break
	(
	(
	(
	(

	Print a table
	(
	(
	(
	(

	Set a print area
	(
	(
	(
	(

	Do a print preview
	(
	(
	(
	(

	Repeat the column and row titles
	(
	(
	(
	(


	Big table’s management
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Move in a big table
	(
	(
	(
	(

	Freeze the titles
	(
	(
	(
	(

	Split the screen in to two or four
	(
	(
	(
	(

	Do a page break preview
	(
	(
	(
	(


	The charts
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Use the chart wizard
	(
	(
	(
	(

	Create a chart on a new sheet
	(
	(
	(
	(

	Place a chart as an object on a sheet
	(
	(
	(
	(

	Modify a chart
	(
	(
	(
	(

	Customise a chart
	(
	(
	(
	(

	Add / Delete series
	(
	(
	(
	(

	The chart’s page set up
	(
	(
	(
	(

	Print a chart
	(
	(
	(
	(

	Change the chart’s size
	(
	(
	(
	(

	Move a chart
	(
	(
	(
	(

	Add data to a chart
	(
	(
	(
	(

	Create a chart template
	(
	(
	(
	(


	Database
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Create a database
	(
	(
	(
	(

	Use a form
	(
	(
	(
	(

	Sort a column
	(
	(
	(
	(

	Do several sorts
	(
	(
	(
	(

	Do a sub-total
	(
	(
	(
	(

	Delete a sub-total
	(
	(
	(
	(

	Search for a record
	(
	(
	(
	(

	Use the automatic filters
	(
	(
	(
	(

	Use the customised filters
	(
	(
	(
	(
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