

 Created and Supplied by The Courseware Shop

Training Course Specification

Course: 
123 Millennium Advanced
Duration:
One-Day
	COURSE OBJECTIVES:
	Delegates will learn advanced Lotus 123 features allowing them to manage databases and manipulate stored data. Completing this level will be enough to use Lotus 123 as an efficient flat file database.


	WHO SHOULD ATTEND:
	Competent Lotus 123 users who are facing difficulties in some of their spreadsheet aspirations and who want to create databases.


	EXPERIENCE NEEDED:
	Delegates should have attended the Intermediate course or be competent Lotus 123 users regularly using complex functions and formulae..


	COURSE CONTENTS:
	

	1: Using Lotus 123 As A Database

The Concept of a Database.
2

Creating a Database Table
3

Sorting Records.
4

Finding Records.
4

Deleting and Undeleting Records.
	3: The LookUp Function
The Lookup Function.
2

VLookup.
2

HLookup.

	2: Query and What-If Tables
Finding Records Using Multiple Criteria.
2

Creating Query Tables.
4

Adding and Deleting Functions to the Function Menu.
6

Creating and Using What-If Tables.
	4: Macros

What is a Macro.
2

Creating a Macro.
8

Naming a Macro.
8

Saving a Macro.
9

Running a Macro.
10

Stopping a Macro.
10

Editing a Macro.
11

Creating a Macro Button
11

Creating a SmartIcon


Related Courses: 

Lotus 123 Macros
Course Specification (Created/modified 11/10/08) 
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