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Overview:

Microsoft Excel is widely used to create different types of form for various purposes; e.g. database form,
data entry form, report form, etc. However, a user may not know how to utilize the Microsoft Office
Excel features to check the data accuracy or to facilitate the data entry process or to present data
effectively.

In this course, you will be able to create the Dynamic Form and Dynamic Report effectively; for example;
the list of products will be displayed in accordance with the selected product type(s); the list of data will
be displayed when a search term is entered; an end-user can select a specific language to be displayed
in a report; an end-user can view a report by selecting the period.

Course Objective: A user will be able to create a data entry form and a report form more effectively.
Course Length: 1 Day (9:00-16:30)

Course outline
- Learning how to use Functions; e.g., OFFSET, IF, MATCH, CHOOSE, VLOOKUP, INDIRECT, INDEX,

LOOKUP, SEARCH, COUNTIF, SUMIF, SMALL; to create the Dynamic Form and Report
- Learning how to use the Form Controls such as Scroll Bar, Spin Button, Combo Box, List Box,
Check Box, and Option Button to make the form easier to use
- Workshop: Create different types of Dynamic Forms and Dynamic Reports
o Quotation Form with the following features:
= A Drop-down list for selecting a customer name and product code. When the
product code is selected, the product name will be changed automatically; and
when customer name or product code has been added to the database, the item in
the Drop-down list will be added automatically as well.
= Product image and price will be changed automatically based on the selected
product code.
= The amount in text format will be changed automatically based on the amount in
number format.
= When selecting the product type, the items shown in the product list will be the
product names under the selected product type only.
o Invoice Form generated from the Invoice database with the following features:
=  When selecting an invoice number, the information such as customer name,
address, product type, quantity, etc., will be displayed on the form automatically.
= User can just click on the Scroll Bar or Spin Button to change the invoice number.
= User can display or hide an electronic signature image on the invoice form.
A dynamic report based on user’s selection of languages.
A dynamic report based on user’s selection of years.
A dynamic report presenting the accumulated sales amount and budget — when a user
select the specific months, the accumulated sales amount (actual), budget, and the
forecast sales amount will display.
o A dynamic report presenting the search results; e.g., when entering the specific
department which a user wants to search for an employee’s name, the report will show
all employees’ names based on the search criteria.
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- Examples of Dynamic Form & Report
Dynamic Form-Quotation Dynamic List-Relative Dynamic Report-Language

Dynamic Report-Values Dynamic Report-Search Dynamic Form-Invoice

Who should attend:

- Auser should have a basic knowledge in MS Excel Functions; e.g., know how to use “S” with a
Function, know the syntax of Functions, and know how to use Functions such as VLOOKUP, IF, &,
etc.

- Auser who attended Function1: 40 Useful Functions with Excel Smart and want to apply the
knowledge in creating the forms and dynamic reports.

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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