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Introduction

Note: Template Instructions
The Template Instructions are formatted as hidden text and are intended for the author of the document only.  Delete this section after completing this document.

General hints for completing Adoption and Learning Process templates:
- This template contains suggested headings, text, and formatting intended to speed the creation of the deliverable.  You may delete or add components to suit your objectives.
- To include hidden text when printing the document, select File, Print, Option, Print tab, check Hidden Text.
- To format (or undo) selected text as Hidden, select Format, Font…; check Hidden under Effects.
- To add lines to a table, press [Tab] from the last cell in the table.
- Text that appears between <single carrots> is either a variable to be replaced manually, or instructions for completing the field.  Delete or replace all carrots before distributing the document to the organization.
- <Blue, highlighted text> represents a variable that may be defined and replaced automatically upon creation of the deliverable.
- To protect the document so that revisions will show, select Tools, Protect Document…, Revisions.  Add a password if you do not want someone to be able to remove the Protect function from the document.  To set options for revisions, select Tools, Revisions and choose your option.


Purpose

The purpose of this document is to capture the results and recommendations from the  Learning Needs Analysis (LNA) for <Company Long Name>.  This analysis built on the initial Learning Strategy for Users identified in the Project Readiness Roadmap (AP.070).  Using the information gathered on learning targets, the organization’s learning culture, etc, this analysis generates the additional detail required to develop the Learning Plan (AP.140) and related deliverables (AP.150, AP.160, and AP.170).

The purpose of the Learning Needs Analysis was to:

· Provide an understanding of the learning needs for each target group of users

· Compare the current skill sets to the skills requirements mandated by the new technology, new processes and/or new roles.

· Develop recommendations to address the identified needs

The analysis focused on understanding the current key work processes of the users alongside their competencies at <Company Long Name> and the performance requirements for the new systems.  

Overview

This document includes the following components:

	Component
	Description

	
	

	Introduction
	Includes the document purpose, overview.

	Scope and Objectives
	Outlines the scope within the project, identifies the target users and details the objectives for the analysis.  Details the process and approach used in gathering the data.

	Consolidated Findings
	Presents the summary findings which create the foundation for the user profiles

	User Profiles by Role
	Identifies the skills gaps and new skill requirements for users in each role analyzed.

	User Learning Recommendations
	Presents high-level recommendations to guide the development of the Learning Plan (AP.140)

	Appendix A: 
	Interview Guide:  Presents the interview guides used in gathering the data.

	Appendix B
	Lists of Respondents by Group


Scope and Objectives

The Learning Needs Analysis Scope and Objectives defines the learning needs analysis objectives, respondent groups, and the approach used for the data collection.

Scope

This section outlines the scope of the Learning Needs Analysis to identify clearly which of the users impacted by the project were analyzed.  

A purposive sample was taken from the total population of users impacted by the project as identified in the Project Readiness Roadmap (AP.070). The respondent groups were gathered from the pool of all users.  For this Learning Needs Analysis, the scope included the following respondent groups, project phase timing, analysis focus, etc.:

Note: The participants in the Learning Needs Analysis must be able to devote time to participate in the analysis.  In addition, they must provide open and honest data regarding the users’ current knowledge and skill level. A Learning Needs Analysis participant has the following responsibilities:
- Participate in focus groups to provide data regarding work processes.
- Participate in interviews to identify users’ current knowledge level of key processes
- Participate in interviews to identify current users’ skills.
- Provide data regarding learning style preferences.
- Provide information regarding learning media preferences. 
- Explain primary uses of the system (for example, the application specialist)

	Respondent Groups
	Respondents by Function/Business Unit
	Learning Targets by Function/Business Unit
	Project Phase/Site/Timing
	Analysis Focus/Objectives

	
	
	
	
	

	Functional Managers
	Finance Managers

Manufacturing Managers

….  
	Account Payables/Accounts Receivable Clerks

Engineering Specialist

….   
	Phase I



Phase I and II
	Key Processes and skills profiles

	Information Technology Department
	Department Director

…. 
	Database Administrator (DBA)

Developer

…
	All phases
	Skills profiles

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Objectives

The objectives of the Learning Needs Analysis were to:

· Identify current key processes and learning targets.

· Collect data and compile skills profiles.

· Communicate findings from the analysis. 

· Recommend learning approaches and delivery per target user group.

· Provide the foundation and data for the skills change curriculum plan.

Approach

Note: See also the List of Respondents and List of Interviewers in Appendix A.

The approach to carrying out this Learning Needs Analysis was to:

· Determine a representative sample of the target user groups.

· Tailor the interview guide. 

· Schedule interviews with the target users, managers and project team.

· Gather input.

· Analyze data gathered.

· Document and report back findings and recommendations.

Note: Add any additional information regarding the approach you have taken. 

The method of data collection used for each respondent group is listed below.  

	Respondent Groups
	Respondents by Function/Business Unit
	Data Collection Methods
	Representative Sampling

	
	
	
	

	Functional Managers
	Finance Managers

Manufacturing Managers

….  
	Focus Group   


	% out of x

	Information Technology Department
	Department Director

…. 
	One-on-one interview
	100%

	
	
	
	

	
	
	
	

	
	
	
	


The Interview Guide tailored for this Learning Needs Analysis is contained in Appendix A.  The tailored interview guide was developed based on the key findings from the Project Readiness Roadmap (AP.070) which are repeated below to establish the starting point. 

Key Findings from Project Readiness Roadmap (AP.070)

The following captures the key findings related to user learning strategy from the Project Readiness Roadmap (AP.070):

Note: Import here the findings, from the Key Findings section of the Learning Strategy for Users component in the Project Readiness Roadmap (AP.070).

	Question/Item Related to Topic
	Strength
	Area for Concern
	Red Flag
	Findings

	
	
	
	
	

	Target Populations for Learning
	
	
	
	

	Learning Media/ Options
	
	
	
	

	Learning Content
	
	
	
	

	Learning Reinforcement
	
	
	
	

	Learning Measurement
	
	
	
	

	Organizational Culture regarding Learning
	
	
	
	

	Organization’s Current Learning Capability
	
	
	
	

	
	
	
	
	


Consolidated Findings

These consolidated findings report the common ideas expressed during the Learning Needs Analysis.  The analysis of the interviews and focus groups’ data revealed several trends and these are presented below.

Organization of Findings

The findings are grouped into categories based on the tailored interview guides used for each respondent group.  Respondent comments are included as appropriate to support the findings.  In most cases, participants comments are captured verbatim where possible. 

Learning Needs

Note: Upon completion of your analysis, you should notice general trends and be able to group your findings into natural categories.  Refer to the Project Readiness Roadmap (AP.070) for detailed instructions and guidelines related to conducting an analysis in general and developing your findings.  These same principles apply here.  Presented below are suggestions of possible categories by which to organize your findings.

Managers’ Learning Needs for Human Performance Management

The managers need to learn the use of the new performance management tools, reflecting the new roles and performance expectations of the people reporting to them.

Key Results

· There is a need to train supervisors on the new performance management tools.

· Comments

· It is important to create a motivational performance context through clear performance expectations. 

Learning Needs of New and Re-assigned Users

The organization will hire approximately xxx new employees in the next year to support the new technology implementation.  Additionally, due to the new technology, processes are changing and it is estimated that xx% of existing users may be re-assigned to new roles.  This presents a substantial need for learning on two levels for new and re-assigned users.

Finding 1

Key Results

· There is a need to train employees who have been re-assigned to new job roles

· Comments

· It is important to create a motivational performance context through clear performance expectations. 

Finding 2

Provide a brief summary here

Key Results

· Questions 

· Comments

· include appropriate quotes 

Finding 3

Provide a brief summary here

Key Results

· Questions 

· Comments

· include appropriate quotes 

Readiness Levels

In addition to learning needs, we collected data related to the users’ readiness for the project. These findings are organized around the Eight Guiding Principles of Effective Change Leadership.

	Change Readiness
	Key Findings

	
	

	Vision
	…

	Leadership
	

	Communication
	

	Culture
	

	Supporting Structures
	

	Shared Ownership
	

	Scope of Change
	

	Learning Organization
	


User Profiles by Role

User profiles provided in this section detail competencies required by role in three areas:

1. Systems Literacy

2. Procedural Skills

3. Business Skills.

These profiles define the desired levels of knowledge and skills by role.  These profiles provided the benchmark for the gap analysis which compares the desired levels to current levels. 

Following are the competencies related to the required skills for each role analyzed.

<Role> Profile and Skills Gaps

The following lists the skills gap by role:

Note: Complete the following table with the relevant competencies.  Include competency profiles for each area, including systems literacy, procedural skills, and business skills.  
- The systems literacy component includes all competencies related to the use of the technology, such as navigating applications, using GUI environment, accessing and entering data into screens, etc.  Use the Excel spreadsheet AP130-lo.xls (this is placed as an embedded object below) to map the job roles to the systems literacy Oracle application reusable content  objects matrix.  (Refer to Oracle Education’s web site (http://education.oracle.com/ for the latest Oracle application reusable content object matrix).Validate and update learning objects to match the technology.  A sample has been shown in the spreadsheet based on a Financial Applications implementation.  Add appropriate job roles and learning objects within the spreadsheet as necessary.
- The baseline data for determining the procedural skills can be found in Tutor procedures and the User Guides as well as the documented processes in Business Procedure Documentation (BP.090).
- The business skills relate to all knowledge and competencies that enable users to perform successfully in their roles, e.g., negotiations skills for contracting specialist.

If available, refer to the Human Performance Support Systems (AP.110) for the competency profiles developed by role. 

Create <Role> Profile and Skills Gaps for each groups of role identified. 

	
	
	
	
	
	
	
	Organization
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	   Process and Role Matrix
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Function
	
	Learning Objects
	
	Role
	Contract Specialist
	Supplier Sys. Analyst
	Inv. mgt. Specialist
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Purchasing
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	1
	Maintaining suppliers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	2
	Maintaining supplier mailing lists
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	3
	Managing supplier requirements
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	4
	Generating solicitations for supplier bids
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	5
	Storing and utilizing bidder quotation information
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	6
	Establishing and maintaining contracts
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	7
	Receiving ordered products and services
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	8
	Establish Vendor File
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	9
	Process Blanket Purchase agreements
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	10
	Process Reqs and Generate Release Orders
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	11
	Process Approvals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	12
	Process Receipts
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	13
	Setting up default values for pre-determined data 
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	14
	Setting up attributes for small and disadvantaged businesses
	
	
	
	
	
	
	
	
	
	
	

	
	
	15
	Merging of two or more vendors into a single entity
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	16
	Purging of obsolete vendors 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	17
	Creating Vendor letter reports
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	18
	Producing standard reports 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	19
	Copying of approved quotation information directly to the Blanket Order Release or Contract
	
	
	
	
	

	
	
	20
	Setting up suggested sourcing information/rules regarding an item
	
	
	
	
	
	
	
	
	
	

	
	
	21
	Default purchasing options 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	22
	Effective and expiration dates for all Blanket Orders
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	23
	Quotation information associated with each line 
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	24
	Amendment control and archiving
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	25
	Comparing released amounts against agreed upon amounts
	
	
	
	
	
	
	
	
	
	
	

	
	
	26
	Viewing acknowledgment history
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	27
	Hazardous material identification criteria
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	28
	Receipt and invoice matching
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	29
	Returns and adjustments
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	30
	Receipt, inspection, and delivery
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	31
	Quality and inspection comments
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Order Management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	32
	Identify and maintain Customer (funding and using) information including Bill-to, Ship-to and Mail-to locations.
	
	

	
	
	33
	Define price lists and apply accurate product prices to sales transactions
	
	
	
	
	
	
	
	
	

	
	
	34
	Perform flexible order processes depending on the order type, customer type, product type etc.  Some will require multiple approvals while others are completed sales that require billing.

	
	
	35
	Schedule orders at both the Order and Line levels
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	36
	Integrate with the transportation process
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	37
	Access items 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	38
	Check customer funding at the time of order entry
	
	
	
	
	
	
	
	
	
	
	
	

	
	Inventory Management
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	39
	Record and track receipts, issues and transfers of inventory
	
	
	
	
	
	
	
	
	
	
	

	
	
	40
	Manage Inventory Cost 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	41
	Check Inventory Accuracy
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	42
	Plan for Forecasting and Replenishment 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	43
	Post transactions  to the General Ledger
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	44
	Handle misc. issues and receipts
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	45
	Transfer inventory
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	46
	Close financial period
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Accounts Payable
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	47
	Make Contractor Payments
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	48
	Accept Price Information 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	49
	Accept Product Receipt Transactions
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	50
	Return information on Disbursements
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	51
	Control and Schedule Invoices
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	52
	Compute interest, discounts, fees, taxes
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	53
	Handle price escalation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	54
	Print remote vouchers and checks 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	55
	Make EFT payments
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	56
	Enter and upload supply transactions
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	57
	Process Invoice Payments for Army/Navy
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	58
	Produce payment voucher
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	59
	Disburse money
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Role:

	
	
	

	Systems Literacy
	Procedural Skills
	Business Skills

	Required
	Current
	Gap
	Required
	Current
	Gap
	Required
	Current
	Gap

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Readiness for the Project

Note: Include here the key findings related to the target groups’ receptivity and readiness for the project.  Position the findings around the Eight Guiding Principle for Effective Change Leadership.  Different roles may vary in terms of their outcome.

Findings

The findings are reported below using the framework of the Eight Guiding Principles of Change.  The focus group discussions and interview questions focused on the stakeholders’ perceptions of the application of these principles.  Representative comments made in focus group sessions and interviews are captured here.

Guiding Principle:  Create a Clear, Compelling Vision

Key Findings:

Sample of Representative Comments

Guiding Principle:  Lead the Way

Key Findings:

Sample of Representative Comments

Guiding Principle:  Communicate Openly, Honestly, Relentlessly

Key Findings:

Sample of Representative Comments

Guiding Principle:  Assess the Organizational Culture

Key Findings:

Sample of Representative Comments

Guiding Principle:  Create Supporting Structures

Key Findings:

Sample of Representative Comments

Guiding Principle:  Build Shared Ownership

Key Findings:

Sample of Representative Comments

Guiding Principle:  Manage the Scope of Change

Key Findings:

Sample of Representative Comments

Guiding Principle:  Create a Learning Organization

Key Findings:

Sample of Representative Comments

User Learning Recommendations

The following lists recommendations formulated for user learning:

Note: Complete this table with relevant, succinct and measurable recommendations.  For example, include recommendations for target groups of learners, timing, learning approach etc.  Under the learning approach be sure to consider all available media for learning, in particular take into account options for distance learning, on-line learning, etc. in addition to traditional instructor-led learning, coaching, computer-based learning, etc.

Be sure to review the learning-related recommendations from the Learning Strategy for Users component in the Project Readiness Roadmap (AP.070) and build upon them.  Recommendations should be specific and tied directly to the three areas of skills analysis—systems literacy, procedural skills, and business skills.

	Recommendations
	Priority
(1,2,3 where 1 is high)
	Degree of difficulty
(1-10 where 1 is easy)
	Action
	Accountability Assigned to
	Measures and Milestones
	Time Frame

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Open and Closed Issues for this Deliverable

Note: Add open issues that you identify while writing or reviewing this document to the open issues section.  As you resolve issues, move them to the closed issues section and keep the issue ID the same.  Include an explanation of the resolution.

When this deliverable is complete, any open issues should be transferred to the project- or process-level Risk and Issue Log (PJM.CR.040) and managed using a project level Risk and Issue Form (PJM.CR.040).  In addition, the open items should remain in the open issues section of this deliverable, but flagged in the resolution column as being transferred.

Open Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Closed Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix A: Interview Guide

Note: Tailor the interview guides below.  Review the Project Readiness Roadmap (AP.070) interview guides to make sure unnecessary duplication is avoided and to facilitate completeness of content covered.  

Managers' Interview Guide

The managers were asked the following questions:

1. What are the different roles within your group?

2. Can people do the things currently required of them to be successful in their existing roles?

3. How do people feel about their skills? Behaviors?

4. Do people possess the necessary physical and/or mental characteristics to perform their roles?

5. Are people physically and/or mentally capable of learning how to perform?

6. Why do people want to perform?

7. Are you clear on the impact the new technology will have on your group and how their roles may change?

8. Based on your understanding of the new roles and related competencies that your team will be asked to fulfill, in general, what is the gap between where you are now and where you will need to be in the following areas?

· Systems literacy

· Procedural skills

· Business skills

9. What is the gap in each of these areas for each role?

· Role 1

· Systems literacy

· Procedural skills

· Business skills

10. What suggestions do you have for bridging the gaps?

11. What plans do you have for helping employees transfer their skills to the workplace after the learning events?

12. How do you plan on measuring the impact of employee’s skills and behaviors on the organization’s business performance?

13. What ideas do you have for reinforcing the learning your people will receive?

14. Do people have the necessary facts and information they need to take action and make decisions?

15. What do you think is the optimum order for learning the various roles?

16. For each role, how many staff can be spared at any one time without jeopardizing operations?

17. How will you provide back-up support for people away on learning?  In particular, when your key or super users are required to take learning or perhaps participate in a train-the-trainer approach?

18. Can you describe the implementation environment?

19. What facilities do you have to deliver/provide the necessary learning?

20. What technical facilities do you have to support on-line or distance learning technologies?

21. What provisions have you made, if any, for technical support while you are implementing? Pre and post-learning support?

Demographics

Respondents were asked the following questions:

Note: Complete the section before the interview and validate the demographics at the beginning of the interview.  Use the following as the front piece of the interview notes you send back to each interviewee to capture the demographics and logistics data.  

Interview Notes

	Interviewer Name:
	

	Interviewee Name:
	

	Interviewee Demographics:

	Department:
	

	Title:
	

	Position:
	

	Years in position:
	

	Years with <Company Long Name>
	

	Other job positions/ departments at <Company Long Name>
	

	Time of Interview:
	

	Duration of Interview:
	


Desktop Skills

The following shows the questionnaire used to assess the users’ computer literacy levels.

Note: The following sample questions may be helpful when you need to assess the users’ computer literacy.  Questions are targeted to user self-assessment.

Your answers to the following questions will help us determine what kind of prerequisite learning we need to provide before we provide the software learning.  Again, please answer these questions on your behalf only.

( Personal Computer

A personal computer (PC) has a monitor, keyboard, and often a “box” which contains its CPU or central processing unit.  While it does not have a box, a laptop computer is also considered a PC. A “dumb” terminal merely acts as a entry point to a mainframe system and is not considered a PC.  A terminal typically consists of only a monitor and a keyboard.  A terminal runs character-based applications (see GUI).  If your computer has a “box” under the monitor or on the floor, it is probably a PC.

1. Choose the phrase that best describes you. (Check only one)
· I have never used a personal computer.  If you chose this phrase, you have completed the questionnaire.  Otherwise, please continue.

· I have used a PC only occasionally, either at home or at work.

· I need someone to guide me or answer questions when I use a PC.

· I am able to use a PC independently, with only occasionally help on more advanced topics.

· I am able to help my colleagues with advanced questions about PCs.

2. Who within your group or department is the “expert” on computer systems? To whom do you go when you get stuck or need help?  __________________________

( GUI

GUI (pronounced goo-ey) stands for Graphical User Interface. Software programs, also known as applications, are either GUI or character-based. Character-based applications are typically only two colors (black-and-white or brown-and-yellow, for example) and feature mostly text.  In character-based applications, you must type commands to complete tasks.  Material Management Systems is character-based.

GUI applications are typically in full color and feature movable “windows,” buttons, bars, and other “icons” or small pictures (like the folder above).  Microsoft Excel and Word are GUI applications.  In a GUI application, you use a mouse or similar device to point and click on objects to complete tasks.  If you agree with most or all of the following statements, you should be able to use the GUI features of the applications.

3. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column.

	Question/Item Related to Topic
	Yes
	No

	
	
	

	I know what an icon is.
	
	

	I know what a window is.
	
	

	I know what a toolbar is
	
	

	I know what a cursor is.
	
	

	I can scroll down and across.
	
	

	I can use a pull-down menu.
	
	

	I can use some shortcut key strokes to complete tasks.
	
	

	I can find my cursor when it disappears from my screen.
	
	

	I know how to click buttons to complete tasks.
	
	

	I am able to navigate from one window to the next.
	
	

	I am able to minimize a window.
	
	

	I am able to restore a window to its original size.
	
	

	I am able to open an application.
	
	

	I am able to close an application.
	
	

	I am able to have two or more applications open at once.
	
	


4. Choose the phrase that best describes you: (Check one only)
	Phrase
	Check one only

	
	

	As far as I know, I have never used a graphical user interface (GUI) application.
	

	I need someone to guide me or answer questions when I use a GUI  application.
	

	I am able to use at least one GUI application independently, with only occasional help.
	

	I am able to help my colleagues with advanced questions about GUI applications.
	


5. Have you ever used a Macintosh computer? (Check one only)
___ Yes

___ No

___ Don’t Know

( Microsoft Windows

The picture above shows the Microsoft Windows logo. Windows is Microsoft’s name for their GUI operating system.  An operating system determines how the PC “manages” its software applications.  An operating system defines, for example, how the computer presents its features (for example, icons or text-only), how files are organized and accessed, and how the user navigates from where he is in the computer to where he needs to be.  If you agree with most or all of the following statements, you should be able to use Windows 95 or Windows NT satisfactorily with the applications.

6. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column.

	Question/Item Related to Topic
	Yes
	No

	
	
	

	I am able to locate files using My Computer or File Manager
	
	

	I am able to locate files using Find 
	
	

	I know how to access my A drive.
	
	

	I am able to create folders.
	
	

	I know how to rename a folder.
	
	

	I know how to move files between folders/drives.
	
	

	I know how to copy files from one folder to another.
	
	

	I know how to create shortcuts.
	
	

	I know how to move files onto my desktop.
	
	

	I know how to end tasks.
	
	

	I know what happens when you hit the Ctrl-Alt-Del keys simultaneously. 
	
	

	I know how to use the Run function from the Start button.
	
	

	I am able to change my printer settings.
	
	

	I know how to exit Windows.
	
	


7. Choose the phrase that best describes you: (Check one only)
	Phrase
	Check one only

	
	

	As far as I know, I have never used a Windows operating system. 
	

	I need someone to guide me or answer questions when I use a Windows operating system.
	

	I am able to use Windows independently, with only occasional help on advanced topics.
	

	I am able to help my colleagues with advanced questions about the Windows
	


8. If you have used Windows, which version of Windows have you used? (Check one only).  If you have not used Windows, move to next question.
	Phrase
	Check one only

	
	

	Windows 95
	

	Windows 97
	

	Windows NT
	

	Windows 3.1
	

	Other
	

	Don’t know
	


( Mouse

The picture above represents the most common form of computer mouse, a round object – about the size of an egg - with a button or two on top and a cord connecting it to the computer. Rolling the mouse causes a cursor, usually an arrow  (  , to move across your computer screen. A mouse is used in Graphical User Interface (GUI) applications to point and click.  Your computer may use another mechanism, such as a touch pad or “eraser button” for moving the cursor.  If you agree with most or all of the following statements, you should be able to use a mouse satisfactorily with the applications.

9. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column.
	Question/Item Related to Topic
	Yes
	No

	
	
	

	I am able to move the cursor with a mouse.
	
	

	I am able to reposition the mouse on the mouse mat.
	
	

	I am able to point and click with a mouse.
	
	

	I am able to drag items using a mouse.
	
	

	I am able to right click with a mouse.
	
	

	I am able to highlight text with a mouse.
	
	


10. Choose the phrase that best describes you: (Check one only)
	Phrase
	Check one only

	
	

	I need learning on how to use a mouse.
	

	I do not need learning on how to use a mouse.
	


( Microsoft Word/Word Processing

Microsoft Word is a GUI word-processing software program which allows users to create, edit, format, and print documents. (This questionnaire was created in Microsoft Word.)  If you agree with most or all of the following statements, you should be able to use Microsoft Word satisfactorily with the applications.

11. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column.

	Question/Item Related to Topic
	Yes
	No

	
	
	

	I know how to save a document.
	
	

	I know how to select text.
	
	

	I know how to cut and paste text within a document.
	
	

	I know how to change fonts.
	
	

	I know how to use the buttons on the formatting toolbar.
	
	

	I am able to resize a document.
	
	

	I am able to change my page set-up.
	
	

	I know how to zoom or change the magnification (%) of a document.
	
	

	I am able to use Print Preview.
	
	

	I know how to spell check.
	
	

	I can print a document.
	
	

	I can create a table.
	
	

	I am able to format text (bold, highlight, etc.)
	
	


12. Choose the phrase that best describes you: (Check one only)

	Phrase
	Check one only

	
	

	As far as I know, I have never used the word-processing program known as Microsoft Word.
	

	I need someone to guide me or answer my questions when I use Microsoft Word.
	

	I am able to use Microsoft Word independently, with only occasional help on advanced topics.
	

	I am able to help my colleagues with advanced questions about Microsoft Word.
	


13. If you have used Microsoft Word, to which version of Microsoft Word does your answer above apply?  If you have not used Microsoft Word, move to the next question.
	Phrase
	Check one only

	
	

	Microsoft Word version 6.0 or higher
	

	Other:
	

	Don’t know
	


14. Have you used any other word-processing software? (Check one only)
___ Yes
 Specify:____________
___ No

___ Don’t Know

( Email

An email application enables you to send and receive messages from your email address over the Internet (or intranet) to other individuals who also have an email address.  Some email applications let you send documents to other email addresses by “attaching” them to an email message. An example of an email address is mrsmith@us.oracle.com.  Pegasus and Microsoft Mail are examples of  email applications.  If you agree with most or all of the following statements, you should be able to use email with the applications, if required.

15. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column.

	Question/Item Related to Topic
	Yes
	No

	
	
	

	I know how to send and receive email.
	
	

	I know how to open an email message.
	
	

	I am able to address an email message.
	
	

	I know how to attach a file.
	
	


16. Choose the phrase that best describes you: (Check one only)
	Phrase
	Check one only

	
	

	As far as I know, I have never used email.
	

	I need someone to guide me or answer my questions when I use email.
	

	I am able to use email independently, with only occasional help on more advanced topics.
	

	I am able to help my colleagues with advanced questions about email.
	


17. If you have used email, what email program(s) have you used? (Example: Pegasus, Microsoft Mail)  ______________________

18. Do you currently have an email address at work? (Check one only)
___ Yes
 Specify:____________
___ No

___ Don’t Know

19. Have you ever used Microsoft Exchange  (Check one only)
___ Yes

___ No

___ Don’t Know

20. Have you ever used Lotus Notes (Check one only)
___ Yes

___ No

___ Don’t Know

Web Browser

A web browser is a software application that allows a user to access the information on the World Wide Web.  Netscape Navigator and Microsoft Internet Explorer are both web browsers.  If you agree with most or all of the following statements, you should be able to use a web browser with the applications, if required.

21. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column.

	Question/Item Related to Topic
	Yes
	No

	
	
	

	I know how to get to a homepage.
	
	

	I know how to bookmark a location. 
	
	

	I know how to use bookmarks to get to favorite pages.
	
	

	I know how to reload a page.
	
	

	I know what a Unique Resource Locator (URL) is and where to type it in.
	
	

	I know how to move forward and backwards from page to page.
	
	

	I know what a hyperlink is.
	
	


22. Choose the phrase that best describes you: (Check one only)
	Phrase
	Check one only

	
	

	As far as I know, I have never been on the World Wide Web.
	

	I have been guided through the Web at least once or occasionally.
	

	I am able to browse the Web independently, with only occasional help on advanced topics.
	

	I am able to help my colleagues with advanced questions about the World Wide Web.
	


( Microsoft PowerPoint/Presentation Software

Microsoft PowerPoint is a GUI presentation software program which allows users to create, edit, format, and print presentations. If you agree with most or all of the following statements, you should be able to use Microsoft PowerPoint satisfactorily with the applications:

23. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column.

	Question/Item Related to Topic
	Yes
	No

	
	
	

	I can open and close PowerPoint presentations.
	
	

	I can add, delete, and move slides in a presentation.
	
	

	I can format slides.
	
	

	I am able to put data into slides.
	
	

	I can add graphics to slides.
	
	

	I know how to export Excel spreadsheets to PowerPoint.
	
	


24. Choose the phrase that best describes you: (Check one only)
	Phrase
	Check one only

	
	

	As far as I know, I have never used the presentation software known as Microsoft PowerPoint.
	

	I need someone to guide me or answer my questions when I use Microsoft PowerPoint.
	

	I am able to use Microsoft PowerPoint independently, with only occasional help.
	

	I am able to help my colleagues with advanced questions about Microsoft PowerPoint.
	


25. If you have used Microsoft PowerPoint, to which version of Microsoft PowerPoint does your answer above apply?  

	Phrase
	Check one only

	
	

	Microsoft PowerPoint version 6.0 or higher
	

	Other:
	

	Don’t know
	


26. Have you used any other presentation software? (Check one only)
___ Yes
 Specify:____________
___ No

___ Don’t Know

( Microsoft Excel/Spreadsheet Software

Microsoft Excel is a GUI spreadsheet software program which allows users to create, edit, format, and print spreadsheets. If you agree with most or all of the following statements, you should be able to use Microsoft Excel satisfactorily with the applications.

27. Answer “Yes” or “No” to the following questions/items:  Put an X in the appropriate column

	Question/Item Related to Topic
	Yes
	No

	
	
	

	I know how to save a spreadsheet.
	
	

	I know how to cut and paste between cells.
	
	

	I know how to sort cells.
	
	

	I am able to create formulas.
	
	

	I can create charts, tables, and graphs from data.
	
	

	I can format numbers (currency, etc.)
	
	

	I can insert and delete rows and columns.
	
	

	I can format reports.
	
	

	I can change the name of a worksheet.
	
	

	I can export to Word and PowerPoint.
	
	


28. Choose the phrase that best describes you: (Check one only)
	Phrase
	Check one only

	
	

	As far as I know, I have never used the spreadsheet program known as Microsoft Excel.
	

	I need someone to guide me or answer my questions when I use Microsoft Excel.
	

	I am able to use Microsoft Excel independently, with only occasional help on advanced topics.
	

	I am able to help my colleagues with advanced questions about Microsoft Excel
	


29. If you have used Microsoft Excel, to which version of Microsoft Excel does your answer above apply?

	Phrase
	Check one only

	
	

	Microsoft Excel version 6.0 or higher
	

	Other:
	

	Don’t know
	


30. Have you used any other spreadsheet software? (Check one only)
___ Yes
 Specify:____________
___ No

___ Don’t Know

31. Comments:  _________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please give your completed questionnaire to your manager or supervisor (the individual who distributed it to you) no later than <date>.  If you have any questions about this survey, please contact <name> at <phone> or <email>.

Appendix B - List of Respondents by Group

The following people participated in the analysis process as respondents:

	Name
	Title/Position/Department
	Data Gathering Technique
- Interview
- Focus Group
	Date

	
	
	
	

	Managers 

...

...

…
	
	
	

	Users

...

…

…
	
	
	

	Others:

...

...
	
	
	


List of Interviewers

The following people participated in the user learning needs analysis process as interviewers:

	Name
	Interviewer’s Details
	Data Gathering Technique

	
	Title
	Position
	Department
	Interview
	Focus Group
	Other (please detail)

	
	
	
	
	
	
	

	...

...

...
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