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Subject:    Microsoft Word

Module:    Mail Merge

Show:       Total Staff, Require Skills, Assessed

Date:         24 / 4 / 2005

Staff Group

Total Staff Require Skills Assessed

Staff Group

Total Staff Met Skill level No Skill / not assessed

This report shows the total number 

of staff that require this skill and need to 

be assessed and the total number of staff 

that have been assessed to date

Description

All Staff in organisation

Full Time staff

Part Time & tepoarary staff

1564

43542

21194

42614

38524

4090

22122

5018

17104

Birmingham

Full Time staff

Part Time & tepoarary staff

42581

18267

24314

15238

 14432

  806

27343

3835

 23508

Cardiff

Full Time staff

Part Time & tepoarary staff

18427

10764

7663

 10652

7765

  2887

7775

   2999

 4776

Edinburgh

Full Time staff

Part Time & tepoarary staff

221
187

34

100

  100
0

121
 87
  34

London

Full Time staff

Part Time & tepoarary staff

2467

2226
241

2364

 2181
 183

103
 45
58

Manchester

Full Time staff

Part Time & tepoarary staff

43270

32674

10596

 14260

  14046
 214

29010

 18628

 10382

Locations

Organisation Total
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INDIVIDUAL Training Report - Module Assessment Report

Questions: 
 

24

Mark:    75%

Required Mark:70%

Type:    Multiple choice

0

0

0

0

2

4

4

5

5

8

8

10

10

10

10

qt141

qt142

qt143

qt144

qt145

qt146

qt147

qt148

qt149

qt150

qt151

qt152

qt153

qt154

qt155

Level:                          1
Date Take:   14 / 08 / 04

Times taken:  1

Subject:    Microsoft Word

Module:    Mail Merge

Show:       Questions & Mark

Sort:          By Lowest Mark

Ref Question

Mark

1. Which of these answers best describes the purpose of macros?

2. When you are creating a chart in Word what package is used?

3. What is the purpose of inserting a comment?

4. What template stores all Words default styles?

5. Why are templates so useful?

6. Which of the following is not a valid way of creating a table?

7. When using the Create Table icon the default number of columns

    displayed is 5. How can you increase this?

8. Which two of the following features are tables useful for?

9. If you wanted to create a table,  which icon could you use?

10. How would you change the default margins in Word?

11. What is the keyboard short-cut for copying text?

12. Which view should you be in to see your page margins on screen as

      space around your text?

13. What are the TWO main purposes of Section Breaks?

14. When would you use a mailmerge? 

15. When entering text, what do you need to do when you reach the end of

      the line?

PASSED

Training ID:      TR12456

Full Name:        Mr David Allenby

Department:     Sales

Date:                  24 / 4 / 2005
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0 – 29% - Emergency Training Required

trad3321
trad5243
trdf5461
tr00dr33
trdde5sy
trde5363
trdget566
tr6287d3
trdesgh7
trderyre7
trsd567d
tr5sde56
trat78456
tr5sddert
trs562097

Training ID Name
Department

Mr James Allan

Mrs Joan Paul

Miss Jean long

Mr Kimi Yung

Miss Samblar Khung

Mr Paul Jones

Miss Sarah Fuller

Mrs Sam Albany

Mr Colin George

Mr Wayne Hommerton

Mr George Toft

Mrs Pauline Fenton

Miss Joyce Kennington

Miss Alice Hoxton

Mr James Tealby

Sales
Administration

Sales
Marketing
Sales
IT Systems

IT Systems

Sales
Administration

Marketing
Accounts
Personnel

Research
Personnel

Administration

0 %
0 %
4 %
8 %
8 %
15 %
20 %
20 %
24 %
24 %
24 %
26 %
26 %
28 %
28 %

30 – 49% - Training Required

tra6523nd
ta552374
ta57dhgkg
ta55667ds

tr234opfov

tr552633
tr55676s
tr1123sd
tr667sdf
tr553764
tr23ctdf
trasdd56
trda6767

Training ID Name
Department

Mr John Gibbson

Mr Steve Powers

Mrs Clair Riddley

Mr Geoff Orange

Mr Ian Appleton

Mr Derek Dobbson

Mr Guy Salmon

Mr Ian Wick

Miss Jane Simpson

Mrs Clair Silverstone

Mr John Handy

Miss Fleur Patrole

Mrs Madge Bigglung

Administration

Sales
Marketing
Sales
IT Systems

Administration

Administration

Sales
Administration

Marketing
Administration

IT Systems

Personnel

30 %
34 %
34 %
38 %
35 %
35 %
40 %
40 %
40 %
40 %
44 %
44 %
44 %

Subject:      Microsoft Word

Module:      Mail Merge

Location:    Birmingham

Sort by:      Training Need

0 – 29% - Emergency Training Required

30 – 49% - Training Required

50 – 69% - Light Training Required

70 – 100% - No Training Required

KEY SORT BY

Total Assessed

Emergency Training Required

Training Required

Light Training Required

No Training Required

SUMMARY
95
15
24
41
10

FILTERED REPORT 

This report show breaks down the training 

that staff from the Birmingham office require 

for Mail Merge using - Microsoft Word.

Description
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Online learning 
using RapidLearn

Analyse progress
using PathFinder
Reporting

Assess Skills online
using Pathfinder Assess

Link competences
to a job role

Learning and Development Cycle
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Assessing 
the individual

Measuring 
the gap

Appraisal

Online learning
delivery

Offline learning
delivery

Monitoring 
progress

Assessing 
 results

Appraisal
review

Agreeing the 
development plan

Assessing 
the job role


