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Specialist Excel Competency Checklist
Mullan Training has designed this checklist to help ascertain your current skill level in using MS Excel in order to ensure delegates of similar levels of ability attend the same course and therefore maximise the benefit for each individual.
Section 1: Contact Details

Thank you for your co-operation in completing the checklist, which should be emailed (or posted) to: 

	Lianne Corvan 
Account Manager
Tel:  028 9032 2228

Fax: 028 9032 2229

lianne@mullantraining.com
	Mullan Training

1st Floor Blackstaff Studios

8 – 10 Amelia Street

Belfast

BT2 7GS



 Please provide your contact details:

	Name:
	     


 Section 4: Microsoft Excel Experience

This next section is to identify your current Microsoft Excel.  
	Please Tick Yes or No to the following questions
	Yes
	
	No

	Can you use the “AutoSum” button, to total numeric data?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the Excel term ‘Relative cell addressing’?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the Excel term ‘Absolute cell addressing’?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create/edit Excel formula that uses absolute cell addresses?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you copy an entire worksheet, within the same workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you copy an entire worksheet, to a different workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you move an entire worksheet, within the same workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you move an entire worksheet, to a different workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you “link” worksheet cells, in the same workbook?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you “link” worksheet cells between different workbooks?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you maintain “linked” worksheets/workbooks?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create a datalist in Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you add details to a datalist using the “Data Form”?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you “Filter” data from a datalist?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the sort facility in Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the Subtotals facility within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you perform H Lookups within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you perform V Lookups within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create a Pivot Table?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand Range Names?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use Conditional Formatting within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Are you able to use And & Or functions?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Are you able to use the IFERROR function?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you use the Data Consolidate facility within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the purpose of one and two input data tables?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Do you understand the purpose of the Scenario Manager?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Can you create macros within Excel?
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 
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