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Course Objectives

Course Objectives
This manual is designed to be used in a classroom environment. There are eight sections, each with their own set of
objectives.
All graphics related to Microsoft in this book is in compliance with Microsoft guidelines and thus permitted by Microsoft.
The manual provides a step by step guide for each new topic with a brief introduction. There are often extra tips and
information shown with reference tables which students may use after the course.
It is recommended that you have undertaken the Access 2002 Advanced course and have had adequate practice of the
activities covered in the course OR have a good knowledge of the Advanced Skills of Access.
The Macros course is designed for those who are looking to design and develop ‘front end’ applications in Access using
Macros.
These are the overall objectives for the Access Macros Course:
•

Looking at Macro Concepts

•

Creating Macros

•

Running Macros

•

Using Auto Keys

•

Conditional Macros

•

Event Procedures

•

Splash Screens

•

Main Switchboard
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Intro to Macros

1 Intro to Macros
Section Objectives
•

What is a Macro?

•

Why are Macros used?

•

How Macros work with other Database Objects

Download free eBooks at bookboon.com
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1.1

Intro to Macros

What is a Macro?

A macro helps you perform routine tasks by automating them, for example, instead of clicking the Reports tab in the
database window, finding and opening a specific report, printing it and then closing it, you could create a macro to print
the report with the click of a single button.
In some programs such as Microsoft Excel, it is possible to record a macro using the Macro Recorder.
A Macro is a way of programming Access to perform repetitive tasks automatically. Macros can be used to open forms,
maximise them and produce welcome messages or can perform complex calculations and controls on selected data.
Most of the time, you will want to attach a macro to a form or form object to control the way the form or object work –
often to insert standard text, work out conditions e.g. If the town is Edinburgh then the district must be Lothian, and so on.

1.2

Creating a Macro

A macro is a list of actions which are run (or “executed”) in sequence. A macro may contain a single action, or it may
have many.
Each task that you require the macro to do, is known as an action. When you run the macro, Access carries out the
actions in the sequence you have created them. For example, one action may be to open a form, the second action may
be to maximise the form.
In Access, the sequence of actions making up a macro are not recorded. The macro is designed via a graphical interface
which, in its simplest for looks like the diagram below:

Download free eBooks at bookboon.com
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Intro to Macros

When you create a macro, you design it in the Macro window. The upper part of the Macro window is used to add actions
and the lower part is used to define the arguments.

Action Pane
In each action cell, an action can be chosen from the combo box’s drop down list, or by typing in the first few letters of
the action name.
The only valid actions are those which appear in the list. Note, also that you can run a macro from within a macro by
using the RunMacro action.
Each macro can have one or more actions. You add individual actions in the Action column. Description for each action
can be added in the Comment column
You can also create comments with each action which is not part of the macro command and will be ignored when it is
run, but is useful to the programmer to explain the reasoning behind each action.
Enter as many actions as you require in the design window. When the macro runs, the actions will be executed from top
to bottom.
The Macro will ignore blank lines. You can, therefore, safely add blank lines and use the spacing to help readability.

Download free eBooks at bookboon.com
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Intro to Macros

$FWLRQ
3DQH

Argument Pane
Once an action has been chosen, relevant Action Arguments appear in the bottom half of the design window. This is
how you further specify what the action will do. Some actions have no arguments, some have many. Some arguments are
required, and others are optional. When the insertion point is in an argument cell, an explanation appears to the right
of the arguments.
After you add an action to a macro, you set the arguments for the action in the lower portion of the Macro window. These
arguments give additional information on how to carry out the action.

$UJXPHQW
3DQH

The figure below shows the action arguments for an action called OpenForm, which opens a specific form and has six
different arguments that can be specified
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$UJXPHQWV
)RUP1DPH
9LHZ

'HVFULSWLRQ
6SHFLILHVWKHIRUPIRU$FFHVVWRRSHQ
6SHFLILHVWKHYLHZIRUP'HVLJQ3ULQW3UHYLHZ
RU'DWDVKHHW
)LOWHU1DPH
$SSOLHVDQ\VSHFLILHGILOWHURUTXHU\
:KHUHFRQGLWLRQ /LPLWVWKHQXPEHURIUHFRUGV'LVSOD\HG
'DWD0RGH
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Intro to Macros

The following are useful guidelines which can be used:
1. In general, it’s a good idea to set action arguments in the order they’re listed, because choices for one
argument may determine those for arguments that follow.
2. If an action has an argument that calls for the name of a database object, you can set the argument and the
corresponding object type argument automatically by dragging the object from the Database window to the
argument box.
3. If you add an action to your macro by dragging a database object from the Database window, Microsoft
Access automatically sets appropriate arguments for that action.
4. You can type a value in an argument box, or in many cases you can select a setting from a list.
5. You can use an expression preceded by an equal sign (=) to set any action’s arguments. You can’t use an
expression for the following arguments.


 3UHVV)WRPRYHEHWZHHQWKH$FWLRQVLQWKHWRSSDUWRIWKH
ZLQGRZDQGWKH$UJXPHQWER[HVDWWKHERWWRPRIWKHZLQGRZ

The following diagram shows a macro that opens a table “Subscribers” and applies a filter to extract the publications and
expiration dates.



$FWLRQV

$UJXPHQWV

$UJXPHQW
'HVFULSWLRQ
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Intro to Macros

ӹӹ To create a new macro:
•

Click onto the Macro tab from the Database window.

•

Select New to show the new macro box:

•

In the Action column either type in the macro action, or click on the drop down list and select the action
from there. Press Tab and add a comment if necessary.

•

You can add optional comments in the Comments column to assist in describing what the macro does or to
assist later analysis.

•

Click into the argument section on the bottom of the box and add any appropriate arguments. For example,
if the action was Open Form, the argument would be the name of the form.

•

Click back into the Action column on the second line and type or select the second action you want to
perform. Add any appropriate arguments. Repeat to add additional steps as necessary.

•

Close and save the macro.

The following diagram shows a macro that opens the form employees, maximises it, and then bleeps.
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Intro to Macros

&KRRVHIRUPIURP
GURSGRZQOLVW

If you want to set an Action Argument for an Object Name, you can click and drag the object form the Database window
to the action’s Object Name Argument box in the Macro window. For example, if your action is SelectObject, you can
drag a Form from the Database window and drop it on the Object Name argument to specify both the Object type and
Object Name.
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Intro to Macros

ӹӹ To Select Actions by dragging and dropping Objects
•

Create a new Blank Macro

•

Choose Windows, Tile Vertically from the Menu. Access places the Macro and the Database container
windows side by side.

•

Click on the Forms Tab to display all forms in your Database

•

Click and Drag the required form from the Database Container in to any empty action cell of the Macro
Window

1.3

Editing a macro

Some Microsoft Access tasks require several steps. For example a particular task might require you to (1) open a form
(2) select a specific record, (3) select a specific field in that record. Macros can contain as many actions as necessary to
automate even the most complicated tasks.

ӹӹ To edit a macro
•

In the Database window, click the Macros tab.

•

Click the name of the macro you want to edit.

•

Click Design.

•

Make the changes you want to make.

ӹӹ To add an action
•

In the Macro window, click the first empty row in the Action column.

If you want to insert an action between two action rows, click the selector for the action row just below the row where
you want to insert the new action, and then click Insert Row button.

RXZD


•

In the Action column, click the arrow to display the action list.

•

Click the action you want to use.

•

Type a comment for the action. Comments are optional.

•

In the lower part of the window, specify arguments for the action, if any are required. For tips on setting
action arguments, click.

1.4

Using the Macro

Once the macro is saved, you can play it back doing one of the following:
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To run a macro from the Macro window, click Run

Intro to Macros

on the Macro Design Toolbar.

To run a macro from the Database window, click the Macros tab and then double-click a macro name.
To run a macro from form Design view or report Design view, on the Tools menu, point to Macro, and click Run Macro.
To run a macro from anywhere else in Microsoft Access, on the Tools menu, click Run Macro. Then click a macro in the
Macro Name box.


 <RXQRUPDOO\UXQDPDFURGLUHFWO\RQO\WRWHVWLW<RXFDQWKHQ
DWWDFKWKHPDFURWRDIRUPUHSRUWRUFRQWUROVRWKDWLWUXQVLQ
UHVSRQVHWRDQHYHQWRU\RXFDQFUHDWHDFXVWRPPHQX
FRPPDQGWKDWUXQVWKHPDFUR
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Macro Groups

2 Macro Groups
Section Objectives:

2.1

•

Creating a Macro Group

•

Running a Macro Group

Creating a Macro Group

A Macro Group is a group of individual macros created in one macro design window. Each macro within the group still
runs independently of the other.
Grouping your macros makes editing the macros a lot easier at a later date.
The individual macros’ name will not appear in the database window, only the name of the macro group. This means
that if a group contained six macros, the database window wouldn’t be cluttered with six individual names; it would only
contain the one macro group name.
The following is an example of a Macro Group.

ӹӹ To create a Macro Group

I joined MITAS because
I wanted real responsibili�
I joined MITAS because
I wanted real responsibili�

Real work
International
Internationa
al opportunities
�ree wo
work
or placements

�e Graduate Programme
for Engineers and Geoscientists

Maersk.com/Mitas
www.discovermitas.com

M

Month 16
I was a construction
M
supervisor
ina cons
I was
the North Sea supe
advising and the N
he
helping
foremen advis
ssolve
problems
Real work
he
helping
International
Internationa
al opportunities
�ree wo
work
or placements
ssolve p
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Macro Groups

•

Select the Macro tab in the Database window

•

Click on the New button

•

Click on the Macro Names button or choose View, Macro Names.

•

Type the Macro Name for the first macro and add the Actions for the macro.

•

Repeat the above step for each macro

•

Choose File, Save

•

Enter a Name for the group, then click on OK

•

Choose File, Close

Running a Macro within a Group
A macro in a group can be run from the same areas as an individual macro. However, the group name must be included
when entering the macro name. A full stop is used to separate the group and macro names.
GroupName.MacroName
If you are viewing macro names from an area other than the Database window, Access will display the Group name
followed by the macro name for each macro in the database.


 ,I\RXZLVK\RXFDQFKRRVHWRUXQDPDFURJURXSDVDQRUGLQDU\
PDFURHJE\GRXEOHFOLFNLQJRQWKHPDFURJURXSQDPHLQWKH
GDWDEDVHZLQGRZ:KHQWKHPDFURJURXSLVUXQWKLVZD\RQO\
WKHILUVWPDFURLQWKHJURXSZLOOUXQ


Download free eBooks at bookboon.com

21

Access 2003 Macros
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Auto Keys

3 Auto Keys
Section Objectives:
•

Assigning an Action to a Key

•

Key Combinations

Download free eBooks at bookboon.com

23

Click on the ad to read more

Access 2003 Macros

3.1

Auto Keys

Auto Keys

Assign an action or set of actions to a key
To make an Access application more user friendly to an end user, it is possible to assign frequently used actions to specific
key combinations. For example, you can create a global keyboard shortcut to have Access close the current form when
the user presses the F5 key.
You can assign an action or set of actions to specific key combinations by creating a macro group called AutoKeys. When
you press the key or key combination, Microsoft Access carries out the action.


 ,I\RXDVVLJQDVHWRIDFWLRQVWRDNH\FRPELQDWLRQWKDWKDV
DOUHDG\EHHQDVVLJQHGDVHWRIDFWLRQVE\0LFURVRIW$FFHVVHJ
&75/$WRVHOHFWDOOWKHDFWLRQVWKDW\RXDVVLJQWRWKLVNH\
FRPELQDWLRQZLOOUHSODFHWKH0LFURVRIW$FFHVVNH\DVVLJQPHQW

The table below lists all the key combinations you can use to make key assignments. Remember just as you use the ^ sign
to represent the CTRL key, you may use the + sign to represent the SHIFT key

$XWR.H\V\QWD[
A$RUA

.H\FRPELQDWLRQ
&75/$Q\OHWWHURUQXPEHU
NH\

^)`

$Q\IXQFWLRQNH\

A^)`

&75/$Q\IXQFWLRQNH\

^)`

6+,)7$Q\IXQFWLRQNH\

^,16(57`

,16

A^,16(57`

&75/,16

^,16(57`

6+,)7,16

^'(/(7(`RU^'(/`

'(/

A^'(/(7(`RUA^'(/`

&75/'(/

^'(/(7(`RU^'(/`

6+,)7'(/
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Auto Keys

ӹӹ To create an AutoKey Macro
•

Click the Macros tab in the Database window,.

•

Click New.

•

Click Macro Names

•

In the Macro Name column, type the key or key combination to which you want to assign the action or set

on the toolbar.

of actions. See Above Table
•

Add the action or set of actions you want the key or key combination to carry out. For example, you could
add a RunMacro action that runs the Print Current Record macro when CTRL+P is pressed.

•

Repeat for any other key assignments you want to make.

•

Save the macro group with the name AutoKeys.

The new key assignments are in effect as soon as you save the macro group and each time you open the database.
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Event Procedures

4 Event Procedures
Section Objectives:
•

What are Events

•

Attaching Macros To Events
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4.1

Event Procedures

What is an event?

An event is a specific action that occurs on or with a certain object. Microsoft Access can respond to a variety of events:
mouse clicks, changes in data, forms opening or closing, and many others. Events are usually the result of user action.
Access identifies certain actions that occur on a form or report as an Event. For example, moving from one record to another,
selecting or exiting from a field, double clicking a control, etc. Each form/report and control event has an Event Property.
By setting the appropriate event property to a Macro Name, you can regulate how the control is going to respond to the
event. When the Event occurs, the Macro will run. For example, when you open a form, Access initiates an Open event
If you attach a macro to the Open event property of the form, then the macro will run every time the form is opened.

Attaching Macros to Events
Macros that are attached to an event are useful for opening specific forms, printing reports using specific queries, etc

ӹӹ To Attach a Macro to an Event:

4.2

•

Open the Form or Report in the Design View.

•

Select the object (i.e. Form or Report) or the control within that object that you wish to attach the macro to.

•

Choose View, Properties or

•

Click on the Properties

•

Click on the Event Properties tab

•

Select the Event that you are going to attach the macro to from the Properties sheet

•

Click on the drop down arrow

button

at the end of the event box then select the Macro

Different Types of Events

The tables below provide a complete list and explanation of all events founding MS Access 2002 grouped by the following
main categories:
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Event Procedures

Data Events



(YHQW
$IWHU'HO&RQILUP
$IWHU,QVHUW
$IWHU8SGDWH

%HIRUH'HO&RQILUP

%HIRUH,QVHUW
%HIRUH8SGDWH

&KDQJH

&XUUHQW

,WRFFXUV
$IWHU\RXFRQILUPUHFRUGGHOHWLRQVDQGWKH
UHFRUGVDUHDFWXDOO\GHOHWHGRUDIWHUWKH
GHOHWLRQVDUHFDQFHOOHG
$IWHUDQHZUHFRUGLVDGGHGWRWKHGDWDEDVH
$IWHUDFRQWURORUUHFRUGLVXSGDWHGZLWK
FKDQJHGGDWD7KLVHYHQWRFFXUVZKHQWKH
FRQWURORUUHFRUGORVHVWKHIRFXVRU\RXFOLFN
6DYH5HFRUGRQWKH5HFRUGVPHQX7KLVHYHQW
RFFXUVIRUQHZDQGH[LVWLQJUHFRUGV
$IWHURQHRUPRUHUHFRUGVDUHGHOHWHGEXW
EHIRUH0LFURVRIW$FFHVVGLVSOD\VDGLDORJER[
DVNLQJ\RXWRFRQILUPRUFDQFHOWKHGHOHWLRQ
7KLVHYHQWRFFXUVDIWHUWKH'HOHWHHYHQW
:KHQ\RXW\SHWKHILUVWFKDUDFWHULQDQHZ
UHFRUGEXWEHIRUHWKHUHFRUGLVDGGHGWRWKH
GDWDEDVH
%HIRUHDFRQWURORUUHFRUGLVXSGDWHGZLWK
FKDQJHGGDWD7KLVHYHQWRFFXUVZKHQWKH
FRQWURORUUHFRUGORVHVWKHIRFXVRU\RXFOLFN
6DYH5HFRUGRQWKH5HFRUGVPHQX7KLVHYHQW
RFFXUVIRUQHZDQGH[LVWLQJUHFRUGV
:KHQWKHFRQWHQWVRIDWH[WER[RUWKHWH[W
ER[SRUWLRQRIDFRPERER[FKDQJHVIRU
H[DPSOHZKHQ\RXW\SHDFKDUDFWHULQWKH
FRQWURORUFKDQJHWKH7H[WSURSHUW\RIWKH
FRQWUROE\XVLQJDPDFURRU9LVXDO%DVLF
:KHQWKHIRFXVPRYHVWRDUHFRUGPDNLQJLW
WKHFXUUHQWUHFRUGRUZKHQ\RXUHTXHU\D
IRUP VVRXUFHRIGDWD7KLVHYHQWRFFXUVZKHQ
DIRUPLVILUVWRSHQHGDQGZKHQHYHUWKH
IRFXVOHDYHVRQHUHFRUGDQGPRYHVWR
DQRWKHU,WDOVRRFFXUVZKHQ\RXUHTXHU\WKH
VRXUFHRIWKHGDWDIRUDIRUPIRUH[DPSOH
ZKHQ\RXFOLFN5HPRYH)LOWHU6RUWRQWKH
5HFRUGVPHQXRUXVHWKH6KRZ$OO5HFRUGV
DFWLRQRUWKH5HTXHU\DFWLRQ
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'HOHWH
1RW,Q/LVW
8SGDWHG

Event Procedures

:KHQDUHFRUGLVGHOHWHGEXWEHIRUHWKH
GHOHWLRQLVFRQILUPHGDQGDFWXDOO\
SHUIRUPHG
:KHQDYDOXHLVHQWHUHGLQDFRPERER[WKDW
LVQ WLQWKHFRPERER[OLVW
:KHQDQ2/(REMHFW VGDWDKDVEHHQ
PRGLILHG

Error and Timing Events


(YHQWSURSHUW\
2Q(UURU IRUPV
UHSRUWV 

2Q7LPHU IRUPV 

,WRFFXUV
:KHQDUXQWLPHHUURULVSURGXFHGLQ
0LFURVRIW$FFHVVZKLOH\RXDUHLQWKHIRUPRU
UHSRUW7KLVLQFOXGHV0LFURVRIW-HW'DWDEDVH
(QJLQHHUURUVEXWQRWUXQWLPHHUURUVLQ
9LVXDO%DVLF 6LQFHPDFURVFDQ WGHWHUPLQH
ZKDWHUURUKDVRFFXUUHG\RXQRUPDOO\XVH
9LVXDO%DVLFHYHQWSURFHGXUHVZLWKWKLV
HYHQW 
:KHQDVSHFLILHGWLPHLQWHUYDOSDVVHVDV
VSHFLILHGE\WKH7LPHU,QWHUYDOSURSHUW\RI
WKHIRUP<RXFDQXVHWKH7LPHUHYHQWWR
NHHSGDWDV\QFKURQL]HGLQDPXOWLXVHU
HQYLURQPHQWE\UHTXHU\LQJRUUHIUHVKLQJ
GDWDDWVSHFLILHGLQWHUYDOV
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Filter Events


(YHQWSURSHUW\
2Q$SSO\)LOWHU
IRUPV 

2Q)LOWHU IRUPV 

,WRFFXUV
:KHQ\RXFOLFN$SSO\)LOWHURQWKH5HFRUGV
PHQXRUFOLFNWKH$SSO\)LOWHUEXWWRQRQWKH
FRPPDQGEDU7KLVDSSOLHVWKHPRVWUHFHQWO\
FUHDWHGILOWHU FUHDWHGXVLQJHLWKHUWKH)LOWHU
E\)RUPIHDWXUHRUWKH$GYDQFHG)LOWHU6RUW
ZLQGRZ :KHQ\RXFOLFN)LOWHU%\6HOHFWLRQ
DIWHUSRLQWLQJWR)LOWHURQWKH5HFRUGVPHQX
RUFOLFNWKH)LOWHU%\6HOHFWLRQEXWWRQRQWKH
FRPPDQGEDU7KLVDSSOLHVDILOWHUEDVHGRQ
WKHFXUUHQWVHOHFWLRQLQWKHIRUP:KHQ\RX
FOLFN5HPRYH)LOWHU6RUWRQWKH5HFRUGV
PHQXRUFOLFNWKH5HPRYH)LOWHUEXWWRQRQ
WKHFRPPDQGEDU7KLVUHPRYHVDQ\ILOWHU
RUVRUW FXUUHQWO\DSSOLHGWRWKHIRUP:KHQ
\RXFORVHWKH$GYDQFHG)LOWHU6RUWZLQGRZ
RUWKH)LOWHUE\)RUPZLQGRZ

:KHQ\RXFOLFN)LOWHU%\)RUPDIWHUSRLQWLQJ
WR)LOWHURQWKH5HFRUGVPHQXRUFOLFNWKH
)LOWHU%\)RUPEXWWRQRQWKHFRPPDQGEDU
7KLVRSHQVWKH)LOWHUE\)RUPZLQGRZZKHUH
\RXFDQTXLFNO\FUHDWHDILOWHUEDVHGRQWKH
ILHOGVLQWKHIRUP:KHQ\RXFOLFN$GYDQFHG
)LOWHU6RUWDIWHUSRLQWLQJWR)LOWHURQWKH
5HFRUGVPHQX7KLVRSHQVWKH$GYDQFHG
)LOWHU6RUWZLQGRZZKHUH\RXFDQFUHDWH
FRPSOH[ILOWHUVIRUWKHIRUP
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(YHQWSURSHUW\
2Q$FWLYDWH IRUPV
UHSRUWV 
2Q'HDFWLYDWH
IRUPVUHSRUWV 

,WRFFXUV
:KHQDIRUPRUUHSRUWEHFRPHVWKHDFWLYH
ZLQGRZ
:KHQDGLIIHUHQW0LFURVRIW$FFHVVZLQGRZ
EHFRPHVWKHDFWLYHZLQGRZEXWEHIRUHWKH
ZLQGRZEHFRPHVWKHDFWLYHZLQGRZ7KH
'HDFWLYDWHHYHQWGRHVQRWRFFXUZKHQWKH
IRFXVPRYHVWRDQRWKHUDSSOLFDWLRQ VZLQGRZ
DGLDORJER[RUDSRSXSIRUP
2Q(QWHU FRQWUROV 
%HIRUHDFRQWURODFWXDOO\UHFHLYHVWKHIRFXV
HLWKHUIURPDFRQWURORQWKHVDPHIRUPRU
ZKHQWKHIRUPRSHQV7KLVHYHQWRFFXUV
EHIRUHWKH*RW)RFXVHYHQW
2Q([LW FRQWUROV 
-XVWEHIRUHDFRQWUROORVHVWKHIRFXVWR
DQRWKHUFRQWURORQWKHVDPHIRUP7KLV
HYHQWRFFXUVEHIRUHWKH/RVW)RFXVHYHQW
2Q*RW)RFXV IRUPV :KHQDFRQWURORUDIRUPZLWKQRDFWLYHRU
FRQWUROV 
HQDEOHGFRQWUROVUHFHLYHVWKHIRFXV$IRUP
FDQJHWWKHIRFXVRQO\LIDOOYLVLEOHFRQWUROV
RQDIRUPDUHGLVDEOHGRUWKHUHDUHQR
FRQWUROVRQWKHIRUP
2Q/RVW)RFXV IRUPV :KHQDIRUPRUFRQWUROORVHVWKHIRFXV$
FRQWUROV 
IRUPFDQKDYHWKHIRFXVRQO\LIDOOYLVLEOH
FRQWUROVRQDIRUPDUHGLVDEOHGRUWKHUHDUH
QRFRQWUROVRQWKHIRUP
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(YHQWSURSHUW\
2Q&OLFN IRUPV
FRQWUROV 

,WRFFXUV
)RUDFRQWUROWKLVHYHQWRFFXUVZKHQ\RX
SUHVVDQGWKHQUHOHDVH FOLFN WKHOHIWPRXVH
EXWWRQRQDFRQWURO)RUDIRUPWKLVHYHQW
RFFXUVZKHQ\RXFOLFNDUHFRUGVHOHFWRURUDQ
DUHDRXWVLGHDVHFWLRQRUFRQWURO
2Q'EO&OLFN IRUPV :KHQ\RXSUHVVDQGUHOHDVH FOLFN WKHOHIW
FRQWUROV 
PRXVHEXWWRQWZLFHRQDFRQWURORULWVODEHO
)RUDIRUPWKLVHYHQWRFFXUVZKHQ\RX
GRXEOHFOLFNRQDEODQNDUHDRUUHFRUG
VHOHFWRURQWKHIRUP
2Q0RXVH'RZQ
:KHQ\RXSUHVVDPRXVHEXWWRQZKLOHWKH
IRUPVFRQWUROV 
SRLQWHULVRQDIRUPRUFRQWURO&DQFHOLQJWKH
0RXVH'RZQHYHQWXVLQJWKH&DQFHO(YHQW
DFWLRQLQDPDFURIRUDIRUPRUFRQWURO
SUHYHQWVWKHVKRUWFXWPHQXIURPEHLQJ
GLVSOD\HGZKHQ\RXULJKWFOLFNWKHIRUPRU
FRQWURO
2Q0RXVH0RYH
:KHQ\RXPRYHWKHPRXVHSRLQWHURYHUD
IRUPVFRQWUROV 
IRUPIRUPVHFWLRQRUFRQWURO
2Q0RXVH8S IRUPV :KHQ\RXUHOHDVHDSUHVVHGPRXVHEXWWRQ
FRQWUROV 
ZKLOHWKHSRLQWHULVRQDIRUPRUFRQWURO
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Window Events

(YHQWSURSHUW\
2Q&ORVH IRUPV
UHSRUWV 
2Q/RDG IRUPV 
2Q2SHQ IRUPV
UHSRUWV 
2Q5HVL]H IRUPV 
2Q8QORDG IRUPV 

4.3

,WRFFXUV
:KHQDIRUPRUUHSRUWLVFORVHGDQGLV
UHPRYHGIURPWKHVFUHHQ
:KHQDIRUPLVRSHQHGDQGLWVUHFRUGVDUH
GLVSOD\HG7KLVHYHQWRFFXUVEHIRUHWKH
&XUUHQWHYHQWEXWDIWHUWKH2SHQHYHQW
:KHQDIRUPLVRSHQHGEXWEHIRUHWKHILUVW
UHFRUGLVGLVSOD\HG:KHQDUHSRUWLVRSHQHG
EXWEHIRUHLWSULQWV
:KHQWKHVL]HRIDIRUPFKDQJHV7KLVHYHQW
DOVRRFFXUVZKHQDIRUPLVILUVWGLVSOD\HG
:KHQDIRUPLVFORVHGDQGLWVUHFRUGVDUH
XQORDGHGEXWEHIRUHLW VUHPRYHGIURPWKH
VFUHHQ7KLVHYHQWRFFXUVEHIRUHWKH&ORVH
HYHQW

Working with command Buttons

Command buttons are the type of form control that are used to run macros. You use a command button on a form to
start an action or a set of actions. For example, you could create a command button that opens another form. To make a
command button do something, you write a macro and attach it to the button’s OnClick property.

ӹӹ To design Macros to maximise, minimise, restore and forms
This is a two step process, firstly we must create the macros and then attach the macros to command buttons within the form

ӹӹ To Create the Macro Group to maximise, minimise, restore and forms
•

Create a new macro

•

Add the Macro Name column by clicking on the Macro Names

•

Add Macros to the Macro Group as shown below: (There are no action arguments)
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Save the Macro Group as mcr_Form_Operations

ӹӹ To attach the macros to the form:
•

Open the form you wish to add the macros to in Design view.

•

Extend the Form Footer section to around 1 inch

:L]DUGLV
RII

&RPPDQG
%XWWRQ

•

Create a command button, by clicking on the Command button

on the Toolbox making sure that the

wizard is deactivated and then clicking on the Form Footer
•

Copy the button and create three more command buttons in the Form Footer

•

Change the Caption Properties to Maximise, Minimise, Restore and Close, using the following as a guide:\



Download free eBooks at bookboon.com

35

Access 2003 Macros
•

Event Procedures

Attach the macros to the command buttons:

Show the Properties Sheet for the Maximise Command, by right mouse clicking on the command button and choosing
properties
Select the Event Properties and click into the On Click property cell.
Choose mcr_Form_Operations.Max from the drop down list of macros.

.
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Repeat for all three remaining command buttons

 7HVWWKH2SHUDWLRQRIWKH&RPPDQGEXWWRQVXVLQJWKH&ORVH
FRPPDQGEXWWRQODVW


 <RXFDQFUHDWHRYHUGLIIHUHQWW\SHVRIFRPPDQGEXWWRQV
ZLWKWKH&RPPDQG%XWWRQ:L]DUG:KHQ\RXXVHWKH&RPPDQG
%XWWRQ:L]DUG0LFURVRIW$FFHVVFUHDWHVWKHEXWWRQDQGWKH
HYHQWSURFHGXUHIRU\RX


 <RXFDQGLVSOD\WH[WRQDFRPPDQGEXWWRQE\VHWWLQJLWV
&DSWLRQSURSHUW\RU\RXFDQGLVSOD\DSLFWXUHE\VHWWLQJLWV
3LFWXUHSURSHUW\
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5 Conditional Macros
Section Objectives:
•

Conditional Macros

•

Message Box Action

•

Set Value Action

•

Understanding Form Events

Join the best at
the Maastricht University
School of Business and
Economics!

Top master’s programmes
• 3
 3rd place Financial Times worldwide ranking: MSc
International Business
• 1st place: MSc International Business
• 1st place: MSc Financial Economics
• 2nd place: MSc Management of Learning
• 2nd place: MSc Economics
• 2nd place: MSc Econometrics and Operations Research
• 2nd place: MSc Global Supply Chain Management and
Change
Sources: Keuzegids Master ranking 2013; Elsevier ‘Beste Studies’ ranking 2012;
Financial Times Global Masters in Management ranking 2012

Visit us and find out why we are the best!
Master’s Open Day: 22 February 2014

Maastricht
University is
the best specialist
university in the
Netherlands
(Elsevier)

www.mastersopenday.nl
Download free eBooks at bookboon.com

39

Click on the ad to read more

Access 2003 Macros

5.1

Conditional Macros

Conditional Macros

The conditional column within the Macro design window is used to write logical expressions which act as a condition
for that macro line. When the line in the macro containing the condition is reached, the action will be carried out only if
the condition is true. For example, you may want to test a data field on an invoice to see if the date is before or after the
due date; if the date if before, execute the macro action, otherwise do nothing.


7KH
&RQGLWLRQDO
&ROXPQ

Conditions
To test the condition, express the condition as a logical equation using one or more of the following operators:

2SHUDWRU

!

!
! 
 

'HVFULSWLRQ
(TXDO7R
*UHDWHUWKDQ
/HVVWKDQ
1RWHTXDOWR
*UHDWHUWKDQRU(TXDOWR
/HVVWKDQRU(TXDOWR

The “AND” and “OR” operators can also be used within the conditional expression to test for more than one condition.
AND

The condition must meet both criteria.

OR

The condition must meet one criteria.

Referring to Control Names in Expressions
When working with Expressions in Conditional Macros, you may need to refer to a form or report. To refer to a form
or a report use the following syntax:
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If a space occurs within the name of a form, or report or control, you must enclose the name in square brackets. For
example, Forms![Employee Details]!Salary refers to the Salary control on the currently open form called Employee Details
The following are examples of logical conditions:
Form![Sales]![January]<100000
If the amount in the January control, on the Sales form, is less than the 100000, then……..
[January]=150000
If the amount in the January control on the current form is equal to the 150000, then…..
Form![Sales]![January]<100000 OR
Form![Sales]![January]>200000
If the amount in the January control on the Sales form is less than 100000 or greater than 200000, them……
True Results
If the condition test returns a true result, Access will run the Action on the same row as the conditional expression. To
run more than one Action, type an ellipsis “…” (three full stops) in the row directly below the conditional expression and
then another Action on the same row as the ellipsis. Completer the same process for each additional Action.
False Results
If the conditional test returns a false result, Access will run the first Action that doesn’t have an ellipsis in the conditional
column.
If Access reached a blank cell in the Conditional column, the Action on the same row will be completed without being
tested for a condition. If Access reached another conditional expression, it will evaluate the new condition and then
continue depending on the result.
The following is an example of a conditional macro that will test the control Hourly Rate to see if it is greater than 30, if
the condition is true the Message Box will be displayed and the GoToControl command will be activated.
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There are further examples of expressions which can be used in Conditional Macros on page 80 at the end of this manual

ӹӹ To create a conditional Macro
•

Open the macro in the Design View

•

Choose View, Conditions or

•

Click on the Conditions

•

Type in the conditional expression that you want to use when the condition is True in the Action column.

•

To add another Action based on the same condition, type an ellipsis (…) on the next row, in the condition column.

button
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The Expression Builder

The Expression Builder can be used to build the conditional expression in the conditional column.

ӹӹ To use the Expression Builder,
•

Click into the Conditional column

•

Click on the Build

•

Or

•

Right-click where you want to insert the expression.

•

On the shortcut menu, click Build.

button in the Macro Design Toolbar


 ,IWKH&RQGLWLRQFROXPQZKHUH\RXVWDUWWKH([SUHVVLRQ%XLOGHU
DOUHDG\FRQWDLQVDYDOXHWKDWYDOXHLVDXWRPDWLFDOO\FRSLHGLQWR
WKHH[SUHVVLRQER[

Validating Data
Verifying that data has been entered into a control correctly can be performed through the ValidationRule property for
the control or by setting record or field validation rules in the table to which the control is bound.
Macros provide you with additional power and can be more flexible for complex validations. Macros can be used for
validation when a validation rule involves conditions for more than one value on a form, when you want to display different
error messages for different types or errors in the one field or to override your validation rule etc.

Displaying Messages and Cancelling Events
When validating data, you can use a message box to display a message that explains what has gone wrong and then cancel
the event that caused the validation macro to run.

Displaying the Message
The MsgBox action is used to display box with a message. The following diagram is an example of a Message box:

7LWOH
,FRQ
7\S

0HVVDJH
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The following four arguments determine how the message box will look when it is displayed:

Message	The Message that you want to appear in the message box. It can contain up to 255 characters of text or an
expression that begins with an equals sign.
Beep	Specify whether the computer beeps when the message is displayed. Select Yes to activate the beep or No to
deactivate the beep
Type

Select the type of Icon to display in the message box using one of the following:

121(

',63/$<612,&21

&ULWLFDO
:DUQLQJ
:DUQLQJ"


,QIRUPDWLRQ



Title	The text that you want to appear in the Title Bar of the Message box. If the title is left blank, “Microsoft Access”
will be displayed

Cancelling the Event
The CancelEvent action is used to cancel the event that caused the macro to run. This action does not have any arguments,
it simply cancels the event. For example, if you use the Cancel Event action with the BeforeUpdate property, it will stop
Access updating the data in the table when data does not meet the condition in the validation macro.
The following table lists all the events that can be cancelled be the CancelEvent action:
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%HIRUH8SGDWH
%HIRUH,QVHUW
%HIRUH'HO&RQILUP
'HOHWH
([LW
2SHQ

'EO&OLFN
.H\3UHVV
0RXVH'RZQ
)RUPDW
3ULQW
8QORDG

The SetValue Action
You can use the SetValue action to set the value of a Microsoft Access field, control, or property on a form, a form
datasheet, or a report.
The SetValue action has the following arguments.
Item		The name of the field, control, or property whose value you want to set. Enter the field, control, or
property name in the Item box in the Action Arguments section of the Macro window. You must use
the full syntax to refer to this item i.e. Forms!Employee!Bonus
Expression	The expression Microsoft Access uses to set the value for this item. You must always use the full syntax
to refer to any objects in the expression. For example, to increase the value in a Salary control on an
Employees form by 10 percent, use Forms!Employees!Salary*1.1.
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Understanding Form Events

ӹӹ To add a Macro to a Form Event
•

Open the form you wish to add the macro to in Design view.

•

Right click onto the little square on the left of the ruler to select the form and select properties.

Right click here

•

Scroll down the form properties until you come to the property On Open… (near the bottom).

•

Click onto the three dots …. Next to the On Open property and select the Macro Builder option from the
following screen and press OK.
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From here, you name then create your macro as normal. In the example below, we want to create a macro
that produces a welcome message every time we open the form. We have used the msgbox macro action
at the top, with the message we want displayed (and information icon we want displayed) in the arguments
section at the bottom.

•

Close and save the macro.

The macro name is now displayed in the On Open property event. (Notice the drop down arrow, allowing you to select
a different macro +to apply to this event).

•

Close the property box, switch back to form view and your message should be displayed!
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 <RXFDQQRZFKRRVHWRFUHDWHDPDFURLQLWVRZQZLQGRZRUDV
DQHYHQWLQDIRUP7KHIRUPSURSHUWLHVDOORZ\RXWRFUHDWH
FKDQJHRUDGGPDFURVDVRIWHQDV\RXOLNH

ӹӹ To set a form, report, or control property by using a macro
•

In a macro, add a SetValue action.

•

Set the Item action argument of the SetValue action to an expression that refers to the property you want to
set:

•

To set a form or report property, use the syntax Forms!formname.propertyname or Reports!reportname.
propertyname. For example, the following expression refers to the Visible property of the Customers form:
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Forms!Customers.Visible
•

Set the Expression action argument of the SetValue action to the value you want to set the property to. If
the setting is a string, be sure to enclose it in double (“) quotation marks. For example, to set the Caption
property of a form to Orders, you would enter “Orders” in the Expression argument.
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6 Start Up Options
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Using a Switchboard

Up to now, forms have been used to add data to populate tables, to show data from multiple tables (sub forms). There is
another type of form which contains no data, only buttons that allow you to jump to other locations on a form.
This type of form is usually called a Switchboard and it usually is the first form or screen a user will see when they open
the database file.
A Switchboard’s primary use is as an application interface menu. The switchboard shown below is the application
interface for the NorthWind Database. This Switchboard contains several command buttons. When the user clicks on
any switchboard button a macro is triggered that performs some action or a series of actions.
Notice the command buttons that allow you to open other forms, queries and reports.

Creating a form for a Switchboard
Typically a switchboard will contain command buttons, labels, OLE objects such as pictures, lines and rectangles but will
lack the other types of controls you normally see on forms such as text boxes, combo boxes etc.
To create the Switchboard, you firstly need to create an Unbound form and then add the various components to it.

ӹӹ To create a Switchboard Form
•

Click on the Forms Tab

•

Choose New

•

Choose Design View and do not select any table or query to base the form on. (This is an Unbound Form)
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/HDYH
%ODQN

•

Resize your form

•

Save your form as for example Main Menu

 :HZLOOHQKDQFHWKHDSSHDUDQFHRIWKLVIRUPODWHU

•

Click Size To Fit Form on the Window menu to size your form to fit it’s contents.

•

Click Save

on the toolbar to save the size of the form.

Creating Command Buttons
A command buttons main purpose is to run a macro. You use a command button on a form to start an action or a set
of actions. For example, you could create a command button that opens another form. To make a command button do
something, you write a macro and attach it to the button’s OnClick property.
Command buttons can be added to any form to:
•

Open, close, print another form

•

Navigate through records

•

Open up and print reports

•

Run a query

•

Open other applications such as Word and Excel

•

Automatically close down Access
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There are three ways to create a command button
1. Click the Command button icon on the toolbox with the Wizard
Or
2. Click the Command button icon on the toolbox without the Wizard
Or
3. Drag a macro name from the Database container to the form

The Command Button wizard
Essentially, when you create a command button with the wizard you are creating a macro instead of going into the macro
window in Design View.

ӹӹ To Create a Command button using the wizard
Open the form you wish to add the command button to. If you are designing a new switchboard, create a form in Design
view.
Ensure you are in Design View and the Wizard is turned on in the Toolbox (it should be pale grey).
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Select the command button from the toolbox and draw a small box in the place you want the button to go. The macro
kicks in and displays the following:

To create a button that jumps to another form, select Form Operations from the categories on the left and Open Form
from the Actions on the right. Press Next>.
Select the form you wish the button to move to and press Next>. Select the option to show all records on the form and
press Next>
Type in the text you want to appear on the button or select a picture for the button. Press Next>

Assign a meaningful name to the button and press Finish.
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Press the button to ensure it works!

Linking a command button to a Macro.
As soon as you create a command button in the Design window, it is already active. You can click on it, although it doesn’t
perform any action (unless you created it with the Wizard), it does become dimmed or sunken

ӹӹ To Link the Command Button to a Macro
Firstly, create the Command Button
•

Click on your Forms Tab

•

Select the Main Menu Switchboard form and choose Design

•

Ensure the Toolbox is displayed.

If it is not displayed, then click on the Toolbox

button to display

x &UHDWHDFRPPDQGEXWWRQE\
FOLFNLQJRQWKH&RPPDQGEXWWRQ
RQWKH7RROER[PDNLQJVXUH
WKDWWKHZL]DUGLVGHDFWLYDWHGDQG
WKHQFOLFNLQJRQWKH)RUP

:L]DUGLV
VZLWFKHGRII

&OLFNRQFHRQ
&RPPDQG

x 6HOHFWWKHSURSHUWLHVRIWKH&RPPDQG
EXWWRQE\HLWKHUULJKWPRXVHFOLFNLQJRQWKH
EXWWRQDQGFKRRVLQJ3URSHUWLHVIURPWKH
6KRUWFXW0HQX

Or
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&OLFNRQWKH3URSHUWLHVEXWWRQ
RQWKHWRROEDU&OLFNRQWRWKH
(YHQW7DE7KHIROORZLQJ3URSHUWLHV6KHHWLVGLVSOD\HG

The Property most commonly used to link a command button on a macro is the On Click. This property runs a macro
whenever the user clicks on the button. To associate the macro with the On Click Event of this button follow these steps
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•

Click in to On Click property

•

Then, click on to the drop down arrow

•

Select the macro that you which to link to the Command button

which appears.


 :KHQ\RXHQWHUDPDFURQDPHWKHPDFURGRHVQRWKDYHWR
H[LVW<RXFDQHQWHUWKHQDPHRIWKHPDFUR\RXFUHDWHODWHU
,QWKLVZD\\RXFDQFUHDWH\RXU6ZLWFKERDUGILUVWDGGDOORI
\RXUFRPPDQGEXWWRQVDQG\RXUPDFURVODWHU,IWKHPDFURV
QDPH\RXW\SHIRUWKH2Q&OLFNHYHQWGRHVQRWH[LVWZKHQ\RX
RSHQWKHIRUPDQGFOLFNWKHEXWWRQWKHXVHUZLOOJHWDQHUURU
PHVVDJH


Dragging a macro name to the Switchboard
Another way to create a command button is by dragging and dropping the a macro name from the macro Database
window to a position on the Switchboard
•

Click on the Form tab

•

Select the Switchboard form and choose Design

•

Choose Windows, Tile Vertically

•

Click on to the Macros Tab

Your window should look as follows:
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•

Now, click and drag the required macro onto the form

•

Click on the button name and change it( This is the same as changing the Caption Property of the command
button)

 <RXFDQDOVRXVHWKLVPHWKRGZLWK*URXS0DFURV+RZHYHU\RX
QHHGWRWKH2Q&OLFN(YHQWSURSHUW\DQGFKRVHWKHLQGLYLGXDO
PDFURZKLFK\RXZDQWIURPWKDWJURXSDVE\GHIDXOWRQO\WKH
*URXSQDPHZLOOEHGLVSOD\HG

6.2

Adding a Picture to a Command Button

In addition to having a command button display a caption, you can also have a Command button display any picture

ӹӹ To change a command button to a picture


x 7\SHWKHQDPH
RIWKH%LWPDS
LPDJHLQWRWKH
3LFWXUH
SURSHUW\RI
WKH&RPPDQG
EXWWRQDV
EHORZDFURVV

2U

x &OLFNRQWRWKH
HOOLSVLV DQG
FKRVHDSLFWXUHIRUPWKHOLVWRUEURZVHWRDFXVWRPSLFWXUH

Control Tip Text
You can use the ControlTipText property to specify the text that appears in a ScreenTip when you hold the mouse pointer
over a control. The ControlTipText property provides an easy way to provide helpful information about controls on a form.

ӹӹ To add Control Tips to your command buttons
•

Select the command button you wish to add a control tip to

•

Click on to the properties button

on the toolbar
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x &OLFNRQWRWKH2WKHUWDE

•

Click into the ControlTipText property and type e.g. Click to add as Employee

•

When you are in form view and allow your mouse to hover over the command button, the text will appear
as follows
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Changing the Form Properties

To enhance the appearance of the form, there are several form properties which can be changed. The properties and their
explanations are listed in the following table


3URSHUW\
'HIDXOW9LHZ

9DOXH
'HVFULSWLRQV
6LQJOH)RUP :KHWKHUDIRUPLVGLVSOD\HGLQ
'DWDVKHHWYLHZDVDVLQJOHIRUP
RQHUHFRUG RUDVDFRQWLQXRXV
IRUP PXOWLSOHUHFRUGV 
9LHZV$OORZHG )RUP
:KHWKHU\RXFDQVZLWFKEHWZHHQ
)RUPYLHZDQG'DWDVKHHWYLHZ
6FUROO%DU
1HLWKHU
:KHWKHUDIRUPKDVVFUROOEDUV
1DYLJDWLRQ
1R
:KHWKHUDIRUPKDVQDYLJDWLRQ

%XWWRQV
EXWWRQV
5HFRUG
1R
:KHWKHUDIRUPKDVDUHFRUG
6HOHFWRUV

$XWR5HVL]H

<HV

$XWR&HQWUH

<HV

%RUGHUV6W\OH

'LDORJ

0RGDO 

<HV


VHOHFWRU
:KHWKHUD)RUPRSHQV
DXWRPDWLFDOO\VL]HGWRGLVSOD\
FRPSOHWHUHFRUGV
:KHWKHUDIRUPLVFHQWUHG
DXWRPDWLFDOO\LQWKHDSSOLFDWLRQ
ZLQGRZZKHQWKHIRUPLVRSHQHG
7KHW\SHRIERUGHUDQGERUGHU
HOHPHQWV WLWOHEDU&ORVHEXWWRQ
&RQWUROPHQX0D[LPL]HDQG
0LQLPL]HEXWWRQV WRXVHIRUWKH
IRUP,WDOVRGHWHUPLQHVZKHWKHU
WKHIRUPLVVL]DEOH
:KHWKHUDIRUPRSHQVDVDPRGDO
IRUP
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* When a form opens as a modal form, you must close the form before you can move the focus to another object. It allows
the form to be displayed on top of other windows.

6.4

To change the properties of the form
•

Click on the intersection of the two ruler bars in the Design View of the form

The properties of the form will now displayed


 7KHDERYHSURSHUWLHVOLVWHGLQWKHWDEOHFDQEHIRXQGXQGHUWKH
)RUPDWDQG2WKHUWDEV
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The Switchboard Manager

It is also possible to create a Switchboard using the Switchboard Manager

ӹӹ Create a switchboard form using the Switchboard Manager
•

On the Tools menu, choose Add-ins, and then click Switchboard Manager.

•

If Microsoft Access asks if you’d like to create a switchboard, click Yes.

•

In the Switchboard Manager dialog box, click Edit.

www.sylvania.com

We do not reinvent
the wheel we reinvent
light.
Fascinating lighting offers an infinite spectrum of
possibilities: Innovative technologies and new
markets provide both opportunities and challenges.
An environment in which your expertise is in high
demand. Enjoy the supportive working atmosphere
within our global group and benefit from international
career paths. Implement sustainable ideas in close
cooperation with other specialists and contribute to
influencing our future. Come and join us in reinventing
light every day.

Light is OSRAM
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In the Edit Switchboard Page dialog box, type a name for the switchboard in the Switchboard Name box,
and then click New.

•

In the Edit Switchboard Item dialog box, type the text for the first switchboard button in the Text box, and
then click a command in the Command box. For example, type Review Products in the Text box, and then
click Open Form in Edit Mode in the Command box.

Depending on which command you click, Microsoft Access displays another box below the Command box. Click an item
in this box, if necessary. For example, if you clicked Open Form in Edit Mode in the Command box in step 5, click the
name of the form you want to open in the Form box, such as Review Products, and then click OK.
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Repeat until you’ve added all the items to the switchboard. If you want to edit or delete an item, click the
item in the Items On This Switchboard box, and then click Edit or Delete. If you want to rearrange items,
click the item in the box, and then click Move Up or Move Down.

•

Click Close.

Sub Switchboards
You can use the Switchboard Manager to create a switchboard that branches to other switchboards.
+To create a sub switchboard
•

Use the above procedure to create one or more switchboards.

•

To have a switchboard branch to another switchboard, choose the Go To Switchboard command in the
Command box in above procedure, and then specify the switchboard you want to go to.

Access 2002 gives you two means of controlling what happens when you start access and open a database
1. Startup options
2. AutoExec macros

Startup options
Startup options enable you to customise the application title bar, menus, toolbars, and startup form. The startup options
apply only to the current database or application and are set by choosing Tools, Startup. When you define settings in the
Startup Dialog box, you are setting the database properties
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The menu Bar and Shortcut Menu Bar options in the Startup dialog box do not override the property settings for individual
forms and reports that have a custom menu bar or shortcut menu. Therefore you can set global menu options in the
Startup dialog box and override them in individual forms and reports.

ӹӹ To display a Switchboard automatically when you open your database
•

Choose Tools, Startup.

CHALLENGING PERSPECTIVES

Internship opportunities
EADS unites a leading aircraft manufacturer, the world’s largest
helicopter supplier, a global leader in space programmes and a
worldwide leader in global security solutions and systems to form
Europe’s largest defence and aerospace group. More than
140,000 people work at Airbus, Astrium, Cassidian and Eurocopter,
in 90 locations globally, to deliver some of the industry’s most
exciting projects.
An EADS internship offers the chance to use your theoretical
knowledge and apply it first-hand to real situations and assignments
during your studies. Given a high level of responsibility, plenty of

learning and development opportunities, and all the support you need,
you will tackle interesting challenges on state-of-the-art products.
We welcome more than 5,000 interns every year across
disciplines ranging from engineering, IT, procurement and
finance, to strategy, customer support, marketing and sales.
Positions are available in France, Germany, Spain and the UK.
To find out more and apply, visit www.jobs.eads.com. You can also
find out more on our EADS Careers Facebook page.
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•

In the Display Form box, select your Main Menu Switchboard.

•

If you don’t want users to see or use the Database window, which appears behind the form, clear the Display
Database Window check box.

 &KDQJHVWRWKHVHVHWWLQJVLQWKH6WDUWXSGLDORJER[ZRQ WWDNH
HIIHFWXQWLOWKHQH[WWLPHWKHGDWDEDVHRUDSSOLFDWLRQLV
RSHQHG




7RPDNHDVZLWFKERDUGWKHVZLWFKERDUGWKDW VDXWRPDWLFDOO\
RSHQHGZKHQ\RXRSHQWKHGDWDEDVHFOLFNWKHVZLWFKERDUG
QDPHLQWKH6ZLWFKERDUG0DQDJHUGLDORJER[DQGWKHQFOLFN
0DNH'HIDXOW

Bypass settings that determine how a database or application starts
If you used the Startup dialog box on the Tools menu or created an AutoExec macro to specify what happens when a
database or application starts, you can bypass those settings to regain full access to the database or application.

ӹӹ To bypass startup settings
•

Hold down the Bypass key (the SHIFT key) while you open the database.

The AutoExec Macro
The AutoExec can also be used to control the way a database behaves when it is opened. An AutoExec macro runs after the
Startup options have taken effect. It is a macro which automatically executes or runs every time you start up your database.
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Often people create an autoexec macro, with actions to open the main switchboard form, hide the toolbars and menus,
maximise the form and show a welcome message.


 1RWH\RXFDQXVHWKH7RROV?6WDUWXSPHQXWRDXWRPDWLFDOO\ORDG
WKHVZLWFKERDUGIRUPDQGKLGHWKHPHQXV+RZHYHU\RX
FDQQRWHQVXUHWKHIRUPZLOOEHPD[LPLVHGRUSURYLGHDXVHU
SURPSWZLWKWKLVPHWKRG

ӹӹ To create an AutoExec macro:
•

Create a new macro from the Macro tab in the main database window.

•

Set the appropriate actions as normal. For example, open the switchboard, maximise and display a
messagebox.

•

Save the macro giving it the name Autoexec (all one word).

•

Close the database file down then open it back up again.

You will see the macro runs automatically when you open the database!


 <RXFDQXVHWKH6WDUWXSGLDORJER[LQVWHDGRIRULQDGGLWLRQWR
DQ$XWR([HFPDFUR$Q$XWR([HFPDFURUXQVDIWHUWKH6WDUWXS
RSWLRQVKDYHWDNHQHIIHFWWKHUHIRUH\RXVKRXOGDYRLGDQ\
DFWLRQVLQDQ$XWR([HFPDFURWKDWFKDQJHWKHHIIHFWRIWKH
6WDUWXSRSWLRQVHWWLQJV)RUH[DPSOHLI\RXVSHFLI\DIRUPLQ
WKH'LVSOD\)RUPER[LQWKH6WDUWXSGLDORJER[DQG\RXDOVRXVH
WKH2SHQ)RUPDFWLRQLQDQ$XWR([HFPDFUR0LFURVRIW$FFHVV
ILUVWGLVSOD\VWKHIRUPVSHFLILHGLQWKH6WDUWXSGLDORJER[WKHQ
LPPHGLDWHO\GLVSOD\VWKHIRUPVSHFLILHGLQWKH2SHQ)RUP
DFWLRQ

0To open the database and bypass the autoexec macro, you must hold the Shft key on the keyboard down whilst
clicking on the open button. Use the same method to open a database and bypass the startup options you set in the Tools\
startup options menu.

6.6

Splashboard

A Splashboard is a form that appears for a specified time interval when the Access database file is opened initially. It
displays some general information regarding the application, such as when the application was created, who created it etc.
The Splashboard itself is a form, which is set to automatically open by creating a macro to open the Splashboard form.
This macro is called Autoexec to ensure that it is automatically opened when the application is opened.
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It is also necessary to create a macro to close this form after a certain time interval. We achieve this by using the On
Timer and the Interval Events

ӹӹ To Create a Splashboard
•

Create a blank form with no control source.

•

Add the required information to your Splashboard, using the Toolbox icons, Label

•

Format the form as you might a Start Up form

•

Save the form

and Text Box

ӹӹ To cause the Splashboard to display for a timed period on opening the application
•

Display the Properties of the form

•

Click on the Event Tab

•

Click in the On Timer, click on to the … and select Macro Builder and select OK
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•

Create a macro which will close the Splashboard form

•

Save and close the macro

•

Now, select the Timer Interval event and specify the time period that you would like to display the
Splashboard form for.

The TimerInterval property setting of the form specifies the interval, in milliseconds, between Timer events. It is measured
in milliseconds and can be between a and 65,535


 'RQ·WIRUJHWWRFUHDWHWKHPDFURWR2SHQWKH6SODVKERDUGIRUP
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&DWHJRU\
'DWDLQIRUPVDQG
UHSRUWV
0RYHWKURXJKGDWD

7DVN
5HVWULFWGDWD

)LQG1H[W
)LQG5HFRUG
*R7R&RQWURO
*R7R3DJH
*R7R5HFRUG
([HFXWLRQ
&DUU\RXWD
FRPPDQG
([LW0LFURVRIW$FFHVV 4XLW
5XQDPDFUR
2SHQ4XHU\
SURFHGXUHRUTXHU\ 5XQ&RGH5XQ0DFUR
5XQ64/
5XQDQRWKHU
5XQ$SS
DSSOLFDWLRQ
6WRSH[HFXWLRQ
&DQFHO(YHQW4XLW
6WRS$OO0DFURV
6WRS0DFUR
,PSRUWH[SRUW
6HQG0LFURVRIW
$FFHVVREMHFWVWR
RWKHUDSSOLFDWLRQV
7UDQVIHUGDWD
7UDQVIHU'DWDEDVH
EHWZHHQ0LFURVRIW
7UDQVIHU6SUHDGVKHHW
$FFHVVDQGRWKHU
7UDQVIHU7H[W
GDWDIRUPDWV
2EMHFWPDQLSXODWLRQ &RS\UHQDPHRU
VDYHDQREMHFW
'HOHWHDQREMHFW
'HOHWH2EMHFW
0RYHRUUHVL]HD
0D[LPL]H0LQLPL]H
ZLQGRZ
0RYH6L]H5HVWRUH
2SHQRUFORVHDQ
&ORVH2SHQ)RUP
REMHFW
2SHQ0RGXOH
2SHQ4XHU\
2SHQ5HSRUW
2SHQ7DEOH
3ULQWDQREMHFW
2SHQ)RUP
2SHQ4XHU\
2SHQ5HSRUW
3ULQW2XW
6HOHFWDQREMHFW
6HOHFW2EMHFW
6HWWKHYDOXHRID
6HW9DOXH
ILHOGFRQWURORU
SURSHUW\
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$FWLRQ
$SSO\)LOWHU


5XQ&RPPDQG




2XWSXW7R
6HQG2EMHFW


&RS\2EMHFW
5HQDPH6DYH
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8SGDWHGDWDRUWKH
VFUHHQ
0LVFHOODQHRXV

6HWWKHVWDWHRI
PHQXLWHPVRQD
FXVWRPPHQXEDURU
JOREDOPHQXEDU
'LVSOD\LQIRUPDWLRQ
RQWKHVFUHHQ
*HQHUDWHNH\VWURNHV
'LVSOD\RUKLGHWKH
EXLOWLQRUFXVWRP
FRPPDQGEDU
6RXQGDEHHS

5HSDLQW2EMHFW

5HTXHU\
6KRZ$OO5HFRUGV
&UHDWHDFXVWRP
$GG0HQX
PHQXEDUDFXVWRP
VKRUWFXWPHQX
JOREDOPHQXEDURU
JOREDOVKRUWFXWPHQX
6HW0HQX,WHP


(FKR+RXUJODVV

0VJ%R[6HW:DUQLQJV
6HQG.H\V

6KRZ7RROEDU

%HHS
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$FWLRQ
$GG0HQX

$SSO\)LOWHU
%HHS
&DQFHO(YHQW
&ORVH
&RS\2EMHFW

'HOHWH2EMHFW

(FKR
)LQG1H[W

)LQG5HFRUG

*R7R&RQWURO
*R7R3DJH

'HVFULSWLRQ
$GGVDPHQXWRDFXVWRPPHQX
EDUIRUDIRUPRUUHSRUW(DFK
PHQXRQWKHEDUUHTXLUHVD
VHSDUDWH$GG0HQXDFWLRQ
$SSOLHVDILOWHURUTXHU\WRD
WDEOHIRUPRUUHSRUW
&DXVHVWKHFRPSXWHUWREHHS
&DQFHOVWKHHYHQWWKDWFDXVHG
WKHPDFURWRUXQ
&ORVHVWKHVSHFLILHGZLQGRZRU
WKHDFWLYHZLQGRZLIQRQHLV
VSHFLILHG
&RSLHVWKHVSHFLILHGGDWDEDVH
REMHFWWRDGLIIHUHQW0LFURVRIW
$FFHVVGDWDEDVHRUWKHVDPH
GDWDEDVHZLWKDQHZQDPH
'HOHWHVWKHVSHFLILHGREMHFWRU
WKHREMHFWVHOHFWHGLQWKH
'DWDEDVHZLQGRZLIQRREMHFWLI
VSHFLILHG
+LGHVRUVKRZVWKHUHVXOWVRID
PDFURZKLOHLWUXQV
)LQGVWKHQH[WUHFRUGWKDW
PHHWVWKHFULWHULDVSHFLILHG
ZLWKWKHPRVWUHFHQW
)LQG5HFRUGDFWLRQRU)LQGGLDORJ
ER[8VHWRPRYHVXFFHVVLYHO\
WKURXJKUHFRUGVWKDWPHHWWKH
VDPHFULWHULD
)LQGVWKHILUVWRUQH[WUHFRUG
WKDWPHHWVWKHVSHFLILHG
FULWHULD5HFRUGVFDQEHIRXQG
QWKHDFWLYHIRUPRU'DWDVKHHW
6HOHFWVWKHVSHFLILHGILHOGRQ
WKHDFWLYH'DWDVKHHWRUIRUP
6HOHFWVWKHILUVWFRQWURORQWKH
VSHFLILHGSDJHRIWKHDFWLYH
IRUP
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*R7R5HFRUG

0DNHVWKHVSHFLILHGUHFRUGWKH
FXUUHQWUHFRUGLQDWDEOHIRUP
RUTXHU\8VHWRPRYHWRWKH
ILUVWODVWQH[WRUSUHYLRXV
UHFRUG
&KDQJHVWKHPRXVHSRLQWHUWR
DQKRXUJODVVZKLOHWKHPDFUR
UXQV
0D[LPLVHVWKHDFWLYHZLQGRZ
0LQLPLVHVWKHDFWLYHZLQGRZ
0RYHVDQGRUFKDQJHVWKHVL]H
RIWKHDFWLYHZLQGRZ
'LVSOD\VDPHVVDJHER[
FRQWDLQLQJDZDUQLQJRU
LQIRUPDWLRQDOPHVVDJH
2SHQVDIRUPLQ)RUPYLHZ
'HVLJQYLHZ3ULQW3UHYLHZRU
'DWDVKHHWYLHZ
2SHQVWKHVSHFLILHG9LVXDO%DVLF
PRGXOHLQ'HVLJQYLHZ
2SHQVDTXHU\LQ'DWDVKHHW
YLHZ'HVLJQYLHZRU3ULQW
3UHYLHZ
2SHQVDUHSRUWLQ'HVLJQYLHZ
3ULQW3UHYLHZRUSULQWVWKH
UHSRUWLPPHGLDWHO\
2SHQVDWDEOHLQ'DWDVKHHW
YLHZ'HVLJQYLHZRU3ULQW
3UHYLHZ
([SRUWVWKHVSHFLILHGGDWDEDVH
REMHFWWRD0LFURVRIW)LOH [OV 
ULFKWH[WILOH UWI WH[WILOH
W[W RU+70/ILOH KWPO 
3ULQWVWKHDFWLYHGDWDVKHHW
REMHFW<RXFDQSULQW
GDWDVKHHWVUHSRUWVIRUPVDQG
PRGXOHV
4XLWV0LFURVRIW$FFHVV
5HQDPHVWKHVSHFLILHGREMHFW
&RPSOHWHVDQ\SHQGLQJVFUHHQ
XSGDWHVRUSHQGLQJ
UHFDOFXODWLRQVRIFRQWUROVRQWKH
VSHFLILHGREMHFWRURQWKH
DFWLYHREMHFWLIQRQHLV
VSHFLILHG

+RXU*ODVV
0D[LPLVH
0LQLPLVH
0RYH6L]H
0VJ%R[
2SHQ)RUP
2SHQ0RGXOH
2SHQ4XHU\
2SHQ5HSRUW
2SHQ7DEOH
2XWSXW7R

3ULQWRXW

4XLW
5HQDPH
5HSDLQW2EMHFW
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5HTXHU\

5HVWRUH
5XQ$SS
5XQ&RGH
5XQ&RPPDQG
5XQ0DFUR
5XQ64/
6DYH
6HOHFW2EMHFW

6HW0HQX,WHP

6HW9DOXH
6HW:DUQLQJV

6KRZ$OO5HFRUGV
6KRZ7RROEDU
6WRS$OO0DFURV


)RUFHVDUHTXHU\RIDVSHFLILF
FRQWURORQWKHDFWLYHGDWDEDVH
REMHFWRUWKHREMHFWLIQR
FRQWUROLVVSHFLILHG
5HVWRUHVDPD[LPLVHGRU
PLQLPLVHGZLQGRZWRLWV
SUHYLRXVVL]H
6WDUWVDQRWKHUSURJUDPVXFKDV
0LFURVRIW([FHORU:RUG
5XQVD9LVXDO%DVLF)XQFWLRQ
SURFHGXUH
5XQVDFRPPDQGIURP0LFURVRIW
$FFHVV·VPHQXV²IRUH[DPSOH
)LOH²6DYH
5XQDPDFUR
5XQVWKHVSHFLILHG64/
VWDWHPHQWIRUDQDFWLRQTXHU\
6DYHVWKHVSHFLILHGREMHFWRU
WKHDFWLYHREMHFWLIQRQHLV
VSHFLILHG
6HOHFWVDVSHFLILHGGDWDEDVH
REMHFW<RXFDQWKHQUXQDQ
DFWLRQWKDWDSSOLHVWRWKDW
REMHFW
6HWVWKHVWDWHRUPHQXLWHPV
HQDEOHGRUGLVDEOHGFKHFNHG
RUXQFKHFNHG RQFXVWRP
PHQXV:RUNVRQO\RQFXVWRP
PHQXVFUHDWHGXVLQJPHQXEDU
PDFURV
6HWDYDOXHIRUFRQWUROILHOGRU
DSURSHUW\RQDIRUPRUUHSRUW
7XUQVDOOV\VWHPPHVVDJHVRQRU
RII7KLVKDVWKHVDPHHIIHFWDV
FOLFNLQJ2.RU<HVLQHDFK
PHVVDJHER[
5HPRYHVDQ\DSSOLHGILOWHUIURP
WKHDFWLYHWDEOHTXHU\RUIRUP
6KRZVRUKLGHVDEXLOWLQWRROEDU
RUDFXVWRPWRROEDU
6WRSDOOFXUUHQWO\UXQQLQJ
PDFURV
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6WRS0DFUR

6WRSVWKHFXUUHQWO\UXQQLQJ
PDFUR8VHWRVWRSDPDFUR
ZKHQDFHUWDLQFRQGLWLRQLVPHW
,PSRUWVRUH[SRUWVGDWDWRRU
IURPWKHFXUUHQWGDWDEDVHWRRU
IURPDQRWKHUGDWDEDVH
,PSRUWVGDWDIURPDVSUHDGVKHHW
ILOHLQWRWKHFXUUHQWGDWDEDVHRU
H[SRUWVGDWDIURPWKHFXUUHQW
GDWDEDVHLQWRDVSUHDGVKHHW
ILOH
,PSRUWVGDWDIURPDWH[WILOH
LQWRWKHFXUUHQWGDWDEDVHRU
H[SRUWVGDWDIURPWKHFXUUHQW
GDWDEDVHLQWRDWH[WILOH

7UDQVIHU'DWDEDVH
7UDQVIHU6SUHDGVKHHW

7UDQVIHU7H[W

We will turn your CV into
an opportunity of a lifetime

Do you like cars? Would you like to be a part of a successful brand?
We will appreciate and reward both your enthusiasm and talent.
Send us your CV. You will be surprised where it can take you.

Send us your CV on
www.employerforlife.com
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8VHWKLVH[SUHVVLRQ
>&LW\@ 3DULV

7RFDUU\RXWWKHDFWLRQLI
3DULVLVWKH&LW\YDOXHLQWKH
ILHOGRQWKHIRUPIURPZKLFK
WKHPDFURZDVUXQ
'&RXQW >2UGHU,'@2UGHUV ! 7KHUHDUHPRUHWKDQHQWULHV
LQWKH2UGHU,'ILHOGRIWKH
2UGHUVWDEOH
'&RXQW  2UGHU'HWDLOV
7KHUHDUHPRUHWKDQWKUHH
>2UGHU,'@ )RUPV>2UGHUV@>2UGH HQWULHVLQWKH2UGHU'HWDLOV
U,'@ !
WDEOHIRUZKLFKWKH2UGHU,'
ILHOGRIWKHWDEOHPDWFKHVWKH
2UGHU,'ILHOGRQWKH2UGHUV
IRUP
>6KLSSHG'DWH@%HWZHHQ)HE 7KHYDOXHRIWKH6KLSSHG'DWH
$QG0DU
ILHOGRQWKHIRUPIURPZKLFK
WKHPDFURLVUXQLVQRHDUOLHU
WKDQ
)HEDQGQRODWHUWKDQ

0DU

)RUPV>3URGXFWV@>8QLWV,Q6WRFN@ 7KHYDOXHRIWKH8QLWV,Q6WRFN

ILHOGRQWKH3URGXFWVIRUPLV
OHVVWKDQILYH
,V1XOO >)LUVW1DPH@ 
7KH)LUVW1DPHYDOXHRQWKH
IRUPIURPZKLFKWKHPDFURLV
UXQLV1XOO KDVQRYDOXH 7KLV
H[SUHVVLRQLVHTXLYDOHQWWR
>)LUVW1DPH@,V1XOO
>&RXQWU\@ 8.$QG
7KHYDOXHLQWKH&RXQWU\ILHOG
)RUPV>6DOHV7RWDOV@>7RWDO2UGV@ RQWKHIRUPIURPZKLFKWKH
!
PDFURLVUXQLV8.DQGWKH
YDOXHRIWKH7RWDO2UGVILHOGRQ
WKH6DOHV7RWDOVIRUPLVJUHDWHU
WKDQ
>&RXQWU\@,Q )UDQFH,WDO\
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