
Excel Skills Assessment 
 
Name:     Date:    
 
1.  I feel comfortable creating my own spreadsheets:  Yes   No     2.  Most of the time I work with spreadsheets that have been created by someone else:  Yes   No 
3.  How long have you used Excel? (e.g. 6 months, 1 year, etc.)      4.  Please indicate the number of hours per week you use Excel (approx.)     
5.  What version of Excel are you now using? (circle)  2003 2007 Other:   

  Rate Your Current Level of Knowledge Want to  
 Topic None Some Good Excellent Learn More Comments 
 Entering Data (numbers/text)       
 Entering Basic Formulas       
 Using the =SUM Function       
 Adjusting Column Width and Row Height       
 Formatting Numbers ($, %, etc.)       
1 Left, Centre and Right Alignment       
 Move and Copy Cells       
 Inserting and Deleting Columns and Rows       
 Fonts, Borders, and Colours       
 Saving, Opening, Closing Files       
 Page Setup (Margins, etc.) and Printing       
 Working with Multiple Sheets (Sheet 1, Sheet 2, etc)       
 Windows Panes and Freezing Titles       
 Views and Cell Comments       
 Working with Multiple Files       
2 Range Names       
 AutoCorrect       
 Database Tools (Sorting, AutoFilter)       
 Find & Replace       
 Advanced Page Setup & Printing (headers,footers,page breaks,       
 Absolute Formulas (formulas with $ in them)       
 Using Range Names in Formulas       
 Converting Formulas to Values, Printing Formulas       
3 Date and Time Formulas       
 Referencing Cells Not On the Current Sheet       
 Auditing Formulas       
 Goal Seek       
 Array Formulas       
 AutoFormat & Styles (2003) or Format as Table (2007)       
 Customizing Toolbars (2003)       
 Passwords       
4 Data Validation       
 Conditional Formatting       
 Creating Charts (Graphs – bar, line, pie, etc)       
 Using the Drawing Tools (Lines, Boxes, etc)       
 Statistical Functions (Count, Average, Min, Max, etc.)       
 Logical Functions (If, And, Or)       
 Math & Trig Functions (Product, Round, SumIf, etc.)       
 Date & Time Functions (Today, Now, Month, etc.)       
5 Text Functions (Left, Mid, Lower, Len, Search, etc.)       
 Information Functions (IsErr, NA, etc.)       
 Lookup Functions (Vlookup, Choose, Transpose, etc.)       
 Financial Functions (IRR, FV, PMT, etc.)       

 Creating Pivot Tables       
6 Group & Outline & Subtotals       
 Creating Database Functions (DSum,Ranges,Criteria, etc)       
 Advanced Filter (setting up ranges and filtering)       
 Creating & Using Templates       
 Designing & Using Forms       
 Sharing Workbooks & Tracking Changes       
7 Importing and Exporting Data       
 Customizing Excel       
 Custom Numeric Format       
 Scenarios       
 Data Tables (2007)       

Macro Concepts & Recording Macros       8 
Excel VBA (Visual Basic for Applications)       
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