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Get Started Here 
 
Microsoft Word is the world’s most popular word 
processing program. 
 
One-on-One Personal Computer Training provides a 
comprehensive introduction to Visual Basic for Word and 
will enable your students to become productive with the 
product. 
 
Learning Outcomes 
 
This course is designed for people who want to expand 
the functionality of their Word Document. It covers the 
essential features people need in day-to-day advanced use 
of Word. 
 
At the end of the course, the student will be able to: 
 

 record, run, edit and delete a macro  
 create and run a Sub procedure  
 open and work in the VB Editor  
 create and work with variables  
 create and work with functions  
 create decision structures which will allow your 

program to respond to different situations  
 create loop structures which will repeat statements for 

various purposes  
 manipulate text using a variety of objects  
 perform basic document management tasks  
 create and run a UserForm with various controls  
 create a simple program incorporating a UserForm  
 create simple error handlers in your programs  
 use Word's built-in dialog boxes in a VBA program 

 
Structure 
 
The course is organised in a series of lessons, each of which addresses 
a particular functional area of the product. Basic concepts are 
introduced first. Later materials build on these basics until the student 
has a sound grasp of the principles involved. 
 
Each lesson starts with a list of learning outcomes for the lesson. 
Subject matter in the lesson is interspersed with practical exercises to 
illustrate the material covered. 
At the end of each lesson there is a: 
 

 Summary of the lesson, including a list of the skills learned and 
important terms 

 Questionnaire to test the student's understanding of the lesson 
 Case study for revision or for fast students. 

 
The manual includes a table of contents, an index, a glossary of 
important terms, tips and review exercises. 
 
 
 
 
 
 
 
 

 
Contents 
Level 1 (Day 1) 

 Macro Overview  
 Recording A Simple Macro  
 Running A Macro  
 Assigning A To The QAT  
 Examining Macro Code  
 Editing A Macro  
 Removing A Macro  
 Macros And VBA Code Quick  
 VBA Concepts  
 Overview Of VBA  
 Object-Oriented And Event-Driven  
 Overview Of Objects And The Object Model  
 Properties, Methods, Events  
 Projects And Modules Procedures  
 The Documents Collection Object  
 Testing, Security  
 Deleting A Procedure  
 VBA Concepts Quick Reference  
  Overview Of The VB Editor  
 Opening And Closing The VB Editor 
 Working With The Project Explorer  
 Working With Code Modules  
 Working With The Properties Window  
 Running Programs From The VB Editor  
 Using VBA Help  
 Using The VB Editor Quick  
 Overview Of Variables, Overview Of Data Types  
 Explicit Declaration Of Variables  
 Scoping Variables  
 The Advantages Of Local 
 The Advantages Of Private  
 Passing Parameters  
 Passing Variables By Value  
 Working With Constants  
 Overview Of Functions, Creating A Function  
 Calling Functions, The InputBox Function  
 Arguments  
 MsgBox Functions  
 Nesting Functions  
 Using Functions Within Function Procedures  
 The If Statement  
 If…Then…Else,  Multiple If, Select Case Statements  
 Case Or ,  Case To  
 Looping Structures 

 

Level 2 (Day 2) 
 Do Loops, For Loops  
 Adding An Exit To A Loop  
 The Selection Object  
 The Range Object  
 Object Variables  
 Inserting Text  
 Displaying Text In A TextBox  
 The Find Object  
 Document Management  
 The Activate Method  
 The Open Method, The Close Method  
 The Add method, The Save Method, The SaveAs Method  
 Working With Files, Folders And Drives  
 Handling Files Through A UserForm 
 The Application And Options Objects  
 UserForms And Controls  
 Overview Of UserForms And Controls  
 Design-Time And Run-Time  
 Creating A New UserForm  
 The Label Control And The TextBox Control  
 OptionButtons And Frames  
 ListBoxes And ComboBoxes  
 CommandButtons  
 Running A UserForm  
 Viewing The UserForm Code Module  
 Adjusting Control Properties  
 UserForms And Controls Quick Reference  
 Programming A Form  
 Incorporating A UserForm  
 Displaying And Hiding The UserForm  
 Event Procedures  
 Internal Events  
 Calculations With Data  
 Event Handling, Data Entry, Forcing The Correct Entry  
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Prerequisites 
Students should already be familiar with Microsoft Word, PCs and 
Windows and previous Microsoft Word wordprocessing experience 
is essential. 
 
Enquiries 
Telephone – 1800 66 00 00 
Fax - 07 4728 5905 
Email – info@nqtraining.com 
Web Address - http://www.nqtraining.com 


