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Executive Summary 

The Real Estate Investment Club (REIC) is a conglomerate of several companies that provides 

real estate solutions to its members. Some of its companies include a real estate firm, a 

mortgage brokerage, and an insurance brokerage. In all, there are seven different companies 

within the conglomerate. All of these companies’ finances are maintained by one accounting 

department consisting of five accountants. The total number of employees within all the 

companies is over sixty. As the company has grown with more employees and more purchases, 

the purchase order system has become quite sloppy. Purchase Orders are not completed 

correctly and sometimes not completed at all. Monthly purchases typically exceed $100,000 

and so it is very important that these purchases are allocated to the proper company and that 

the accounting department is aware that the purchase was made.  

In order help streamline the purchasing process and ensure that all purchase orders are sent to 

the accounting department I have written a sub procedure that should help with these 

problems. The sub procedure will help the user properly fill out the purchase order and then 

automatically email a copy of it to the controller. A signed, hard copy of the purchase order will 

still need to be sent to accounting, however, if the controller receives an electronic copy when 

the purchase order is completed he will know with whom he needs to follow up with if he 

becomes aware of a purchase that is not accompanied by a signed purchase order. 

Implementation 

 To begin, I took the current purchase order format and put it into an excel worksheet as shown 

in the screenshot below. This worksheet contains all the 

information needed by the accounting department to ensure 

that the purchase gets booked correctly. It contains the 

following:  

 Department- this is the company within the 

conglomerate that the purchase is being made for. 

 Supervisor- this is the person who is authorized to 

make the purchase and must sign the hard copy of the 

purchase order. 

 Name- this is the name of the person completing the 



purchase order and usually making the purchase. 

 Vendor- this is the vendor from which the purchase is being made. 

 Item and price information. 

 Total for the purchase. 

 Department authorization. 

 Accounting authorization. 

Once the worksheet contained the template for the purchase order, I designed a series of user 

forms in the developer tab so that the user could be walked 

through the process of filling out the purchase order. The first 

form captures the user’s information along with their supervisor 

and the company that the purchase is being made for. The form 

requires that each of the fields must be completed before the 

user can move to the next form. Once all the pertinent 

information is entered and the “next” button is clicked the form 

is populated with the corresponding information. This ensures that all the necessary 

information is captured. 

 

The next form captures the information relating to the items being purchase, i.e. vendor, 

description, price, quantity, and if it is subject to sales tax. Below 

each of the text boxes are brief instructions as to what the user 

should enter into each of the fields. This way they know exactly 

what the accounting department is looking for. This is especially 

relevant to the description. In the past, employees have neglected 

to indicate who the purchase is being made for. This form also 

gives them the option to specify if the purchase is subject to sales 

tax. The old purchase order added tax to all purchases. By giving 

the user the option to specify whether or not tax is applicable will increase the accuracy of the 

purchase order. This form then gives them the option to add more items. When they select the 

option to add more items, the vendor field is disabled. This prevents the user from entering 

items from different vendors on the same purchase order. This has been a problem in the past. 

When the user clicks either the yes or no button, the form on the worksheet is updated with 

the corresponding information. 

 

The next form gives the user two options, print or send. The print option sends the worksheet 

to the user’s default printer. Since they will need a hard copy, this is a convenient time to print 

the purchase order. The other option is to send. When this 

button is clicked a copy of the sheet containing the purchase 

order is exported into a new workbook and saved in the same 



directory as the purchase order and given the name “purchase.xlsx”. I had to turn off the 

“display alerts” because this file will replace any other file already in the folder and I did not 

want the prompt to come up for fear that the user would select “no” when asked if they want 

to replace the file that already exists.  I considered putting only one command button on this 

form that when clicked will execute both the print and the send command, however, I figured I 

would let the users have the option knowing that I could change this if it was found that they 

were not actually utilizing the send feature. 

 

When the user hits the send button and the send email sub procedure is initiated, another 

form pops up where the user is prompted to enter the first 

part of their email address. Since all users will have the 

“@reicglobal.com” domain this is part of the form and hard 

coded into the sub procedure. Clicking the okay button allows 

the code to finish executing by attaching the “purchase.xlsx” 

file and sending it to the accounting department. The email address for the accounting 

department is also hard coded into the sub procedure to ensure that the purchase order goes 

to the right place. 

 

The purchase order is now complete. For convenience, I added one more form which gives the 

user the option to start a new purchase order or to exit 

the program. If they select the “New PO” option the 

whole process starts all over. If they choose exit, the 

workbook closes itself without saving any changes.   

 

 

 

Learning process 

I learned many things while doing this project. One of the most difficult parts was trying to code 

the workbook to send the email. We had learned how to do this in class, however that code 

was for an email account such as gmail. REIC is on an exchange server so the code was 

different. It took a long time to get the code to work and I did have to contact our domain 

administrator to get the proper setting from him. Though this part was challenging, I feel like it 

was one of the most rewarding. Seeing the email come through for the first time was pretty 

exciting.  

 

Another important thing that I learned was that there are always alternatives. I spent a whole 

day trying to code this procedure to work within two different workbooks. The code kept 

getting hung up and would not proceed, but was not giving any errors. I took the problem to 



Professor Allen who quickly offered a simple solution of just copying the sheet to a new 

workbook. I probably would have never thought of that. I learned that I need to take more time 

to think things through and always remember that there are likely multiple ways of 

accomplishing the same thing.  

 

I also learned that sometimes when things don’t work it is not always the code. The email sub 

procedure was working beautifully all weekend. Then I was working on it at school and it would 

not send the email. It said that it couldn’t connect with our server. I thought that our 

administrator had changed the settings on the server or that I messed up the code somehow 

without knowing it. I contact the administrator who informed me that nothing had been 

changed. I panicked a bit only to later learn that there is something with the internet 

connection at BYU that prevents a program from connecting to our server from it. The take 

away for me with this was not to panic and start changing my code. 

 

One last and very important thing I learned was how to tackle the project in pieces. I learned 

that it is much more efficient to work on one little routine at a time and make sure it works 

properly before trying to put the whole thing together. I was quite anxious to make it all work 

together, but I learned that if I focused on ensuring every small part worked correctly first, I 

was much more likely to make the program as a whole work. In the end it did come together, 

but it took a lot of patience and hard work. The program works beautifully and I can’t wait to 

put it into use at the office. 

 

  

 

 

 

   

 

 

 


