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Evaluation Questionnaire 

WORD 2003 – 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 Word 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 word processor in view to create and print documents. It is indispensable to manage these functionalities to be able to approach the more advanced functions.

The advanced functions concern more complex document formatting functionalities 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 Word’s help 
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	(
	(
	(
	(

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

	Select text using the mouse
	(
	(
	(
	(

	Select text using the keyboard
	(
	(
	(
	(

	Use the click and type function to position yourself in a document
	(
	(
	(
	(

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

	Undo certain manipulations
	(
	(
	(
	(

	Correct a mistake in a the text.
	(
	(
	(
	(

	Know the different screen’s view
	(
	(
	(
	(

	Cut, copy, paste text
	(
	(
	(
	(

	Multiple text copying
	(
	(
	(
	(


	DOCUMENT management
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Change the font & font size
	(
	(
	(
	(

	Bold, italic and underline
	(
	(
	(
	(

	Use the coloured underlining
	(
	(
	(
	(

	Modify the alignment
	(
	(
	(
	(

	Do an indent using the menu
	(
	(
	(
	(

	Do an indent using the ruler
	(
	(
	(
	(

	Insert symbols
	(
	(
	(
	(

	Use the tabulation tab stops
	(
	(
	(
	(

	Place a border around a paragraph
	(
	(
	(
	(

	Place a border around characters
	(
	(
	(
	(

	Do a horizontal line
	(
	(
	(
	(

	Place a border around the page
	(
	(
	(
	(

	Do a pattern
	(
	(
	(
	(

	Insert and suppress a bullet
	(
	(
	(
	(

	Customise a bullet
	(
	(
	(
	(

	Use a picture bullet
	(
	(
	(
	(

	Numbering paragraphs
	(
	(
	(
	(

	Customise the paragraph numbering
	(
	(
	(
	(

	Frame paragraphs
	(
	(
	(
	(

	Use an auto text
	(
	(
	(
	(

	Use the find function
	(
	(
	(
	(

	Use the auto correct
	(
	(
	(
	(

	Search for a synonym
	(
	(
	(
	(


	file management
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Save a document
	(
	(
	(
	(

	Close a document
	(
	(
	(
	(

	Use the HTML format
	(
	(
	(
	(

	Open a document
	(
	(
	(
	(

	Open a document with a preview
	(
	(
	(
	(

	Use the Favourite folder
	(
	(
	(
	(

	Send a document by e-mail
	(
	(
	(
	(


	print DOCUMENTS
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Modify the margins
	(
	(
	(
	(

	Change the page orientation
	(
	(
	(
	(

	Number the pages
	(
	(
	(
	(

	Define the headers and footers
	(
	(
	(
	(

	Insert a page break
	(
	(
	(
	(

	Print a document
	(
	(
	(
	(

	Do a print preview
	(
	(
	(
	(

	Put text into columns
	(
	(
	(
	(


	OBJEcTS
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Use the drawing functions
	(
	(
	(
	(

	Use the new ClipArt library
	(
	(
	(
	(

	Use WordArt
	(
	(
	(
	(

	Create an organisation chart
	(
	(
	(
	(


	table conception
	knowledge

	
	Yes
	Partly
	No
	Don’t know

	Insert a table
	(
	(
	(
	(

	Draw a table
	(
	(
	(
	(

	Use the concatenated tables
	(
	(
	(
	(

	Select all or a part of the table (lines, columns, cells...)
	(
	(
	(
	(

	Modify the columns lenght
	(
	(
	(
	(

	Frame cells
	(
	(
	(
	(

	Insert formulas
	(
	(
	(
	(

	Format characters in a table
	(
	(
	(
	(

	Auto fit cells
	(
	(
	(
	(

	Add / Delete rows or columns
	(
	(
	(
	(

	Sort
	(
	(
	(
	(

	Merge cells
	(
	(
	(
	(

	Repeat titles
	(
	(
	(
	(

	Insert an Excel table
	(
	(
	(
	(


	MAILMERGE
	Knowledge

	
	Yes
	Partly
	No
	Don’t know

	Create a data file a main document
	(
	(
	(
	(

	Insert a merge field
	(
	(
	(
	(

	Use queries
	(
	(
	(
	(

	Insert a key word
	(
	(
	(
	(

	Sort a data file
	(
	(
	(
	(

	Do labels
	(
	(
	(
	(

	Do envelops
	(
	(
	(
	(

	Print letters
	(
	(
	(
	(
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