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Overview:

This course focuses on techniques for using Macro to record data/transaction or issue documents such
as invoice, receipt, quotation, etc. Instead of recording data in a worksheet that is also used as a
database, this course provides you with a method to create a form which will be easier and quicker for
users to input data and preliminary check the accuracy of data before saving to the database. By using
Macro, users can store data, which are kept as documents in many separate worksheets, in the
database and retrieve such data to display on the form for printing. Users can save a lot of time to
search data, save data storage space, and can perform data analysis based on the database.

Thus, if you use Microsoft Office Excel to manage your data; e.g., the quantity and types of new
products, the list of products sold, or relevant documents such as invoice, receipt, quotation, you cannot
miss this course!

Course Length: 1 Day (9:00-16:30)

Course outline
- Creating Macro for

Validating and checking completeness on the form before saving to the database

o Saving data filled on the form to the database
o Automatically record username and time of recording in the database
o Preparing the form for next data filling by clearing existing data and putting the next

transaction ID automatically
o Retrieving data from the database to display on the form for editing and saving back to
the database. All transactions stored in the database will be listed and users can just
select the required record(s)
o Deleting data from the database and showing alert message to let user double accept
before deleting data from the database
o Saving forms such as invoice, receipt, etc. as PDF file
o Hiding/displaying authorized electronic signature on the form
- Learning how to use controls in UserForm such as TextBox, ListBox, CommandButton, etc.
- Learning how to enable double click or press Enter button to select item in the ListBox and press
Esc button to end macro.
- Learning how to create a form for filling password and when a user types, the password will be
displayed as special characters (e.g. *) instead.

Who should attend:

- A user who wants to use Microsoft Office Excel to record daily transaction or issue documents

- Auser must have knowledge in VBA Code; e.g., Do...Loop, For...Next, If...End If, MsgBox, InputBox, or
a user who attended Macro2: Intermediate Macro with Excel Smart

Please call 089-546-2557 or email: training@excel-smart.com

Taught by an experienced instructor with Microsoft Office certifications from Microsoft Corporation
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