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Knowledge Survey
Microsoft Excel 2019 & 365: Level 1
General Information
	Name:
	___________________________

	Email:
	___________________________

	Course Section:
	___________________________



	I have taken a course on Microsoft Excel:
	





	
	

	I would rate my present level of knowledge of Microsoft Excel as:
	




	
	

	I am attending this class primarily for:
	




	
	


If you know of someone who might benefit from a class like this, please let me know.	
First Name:	________________________
Last Name:	________________________
Email:		________________________
Privacy matters. Please ask permission before sharing another person’s information.


Course Survey
Rate your knowledge of the following skills on a scale of 1 to 5, where 1 is not at all confident that you can do and 5 is very confident that you can do. Your answers will help me better adapt the course to the needs and experience of the class.
How well can you:
	
	1 = cannot; 5 = expert

	Enter data into a worksheet 
	

	Navigate a workbook 
	

	Format a worksheet 
	

	Apply number and date formats 
	

	Enter a series of related data 
	

	Print a worksheet 
	

	Adjust the view with Zoom tools 
	

	Use formulas to perform calculations 
	

	Rearrange data on a worksheet 
	

	Manage multiple worksheets 
	

	Create formulas with functions 
	

	Use AutoSum 
	

	Use relative and absolute cell references in formulas 
	

	Define names for cells and ranges 
	

	Use names in formulas 
	

	Insert charts 
	

	Use chart tools to modify charts 
	

	Move and size charts 
	

	Edit chart data 
	

	Add images to a worksheet 
	

	Apply conditional formatting 
	

	Create a template 
	

	Start a workbook from a template 
	

	Change worksheet view options 
	

	Sort and filter data 
	

	Create IF functions 
	

	Apply data validation rules 
	

	Use the Scale to Fit printing options 
	

	Create and modify tables
	



Payroll Accounting, 3rd Edition		Page 1

[bookmark: _GoBack]Microsoft Excel 2019 & 365: Level 1		Page 3 of 3
image2.wmf
A few times


image3.wmf
For a few months


image4.wmf
For more than a year


image5.wmf
Expert


image6.wmf
Intermediate


image7.wmf
Beginner


image8.wmf
Work-related reasons


image9.wmf
Personal interest


image10.wmf
Required class


image11.wmf
1


image12.wmf
2


image13.wmf
3


image14.wmf
4


image15.wmf
5


image1.wmf
Never


