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MS Access: Macros

Lesson Notes
Author: Pamela Schmidt

Start Up

Menu
To bring up the switchboard or another form on
startup, from the menu choose Tools, Startup

In the Display Form/Page use the drop down
list to choose the form to display at startup.

Macros

nce.

Macros are used to automate repeated tasks such as

maximizing a form.
Maximize a Form
Create the Maximize macro
Create a new macro
Under Action, choose Maximize.
The Comment field is optional.
Save the macro.

Using the Maximize macro

In the form properties, under the event tab, place
the macro in the On Load event.

Note: Open runs before Load. Open events can
be cancelled, load events can not.

Startup Pl
Application Title: Display Form/Page:
Switchboard| El
Application Icon: /| Display Database Window % Eoncel
Browse... | Display Status Bar
Use as Form and Report Icon
Menu Bar: Shortcut Menu Bar:
(default) [~] |(defaut =]
| Allow Full Menus /| Allows Built-in Toolbars
/| Allow Default Shortcut Menus | Allow Toolbar/Menu Changes
/| Use Access Special Keys
(Show Database Window, Show Immediate
Window, Show VB Window, and Pause Execution)
_2 mcMaximize : Macro EI@
Action Comment -
3 3 =
-
Minimize
MoveSize —
MsgBox =
OpenDataAccessPage i
OpenDiagram
OpenForm S
OpenFunction -
“ Form &J
Form [=]
| Format | Data | Event | other [ al |
OnuUndo................. -
OnDelete.........
Before Del Confirm ... —
After Del Confirm . . .. E
OnoOpen.......... . [Event Procedure]
Onload..... Bl cvaximizel [+ =]
On Resize . . .
On Unload . . .
OnClose....
On Activate . . B
On Deactivate .. ...........
OnGotFocus. ............ —
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MsgBox Macro
Create the MsgBox Macro
Create a new macro
In the action field, choose MsgBox
In the Message field in lower half of

screen, type the message to be displayed.

In the Type field, choose the symbol to be
displayed in the pop up message box.

In the Title field, choose what should be
displayed in the title bar of the Message
Box.

_2 NumDays : Macro E@

Action | Comment | -

| b |MsgBox

Message
Beep
Type
Title

Use the Message Box macro as an event on a form

Open the form in the design view.
Open the properties of a field.

On the Events tab, click the appropriate event.

Choose the Message Box macro off the drop down list.

Note: On Got Focus runs the macro as soon as the

field is selected before the user enters data.

On Lost Focus runs the macro when the field is left.

Displays a pop up messagel

-

Action Arguments

A Seminar is no lenger than five days.
Yes

Information

Seminar Days

s

0 Text Box: NumberOfDays @

NumberOfDays E

| Format| Data | Event | other | Al |

Before Update .. ...........
AfterUpdate . . ............
ONDirY . oo v e e ieenen
OnUndo.................
oncChange..........v.uun
OnEnter.................

OnGotFocus............. NumDaysi EE]

OnlostFocus......ovvvuns
onClick.................
onDblClick. .. [ ...vv..s
On Mouse Down ...........
On Mouse Move . .. ........
OnMouse Up.....oovunnns

1| »

OnKeyDown............. -

Seminar Days

|

,o A Seminar is no longer than five days.
4
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Conditional Macro

L Create the Conditional Macro

Open an existing macro, or create a new macro.
On the menu in the macro, choose View, Conditions.

A Condition column will open up.

Key in the condition next to the action to be taken. Use square brackets around field names.
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Condition

Action

Finish the macro and save.

b [[MumberOfDays]>5 MsgBox

Use the Conditional Message Box macro as an event on a form

Open the form in the design view.
Open the properties of a field.

On the Events tab, click the appropriate
event.

Choose the Conditional Message Box
macro off the drop down list.

Note: Place the macro On Lost Focus so it
will check the field after the user has
entered data.

ﬁ" Text Box: NumberOfDays

NumberOfDays

| Format | Data | Event | Other | Al |

]

AfterUpdate . .............

OnChange...............

OnlostFocus.............
OnClick.................
OnDblClick..............
On Mouse Down . ..........
OnMouse Move .. .........
OnMouseUp . .....ovonat
OnKeyDown.............

Before Update . . ........ ...

i OnEnter.................
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