Chapter

9

Using Macros

Macros are a time-saving feature within Microsoft Access. Many steps that are frequently
used can be stored in a MACRO and the macro can be reused as often as required. You
can also set a button to run a macro.

Your task for this activity is to create some macros for a simplified database for a real
estate company. The database is similar to the one you used in Chapter 8, however, the
queries to separate the rental, sale and auction properties have been removed. Macros
will be used to separate data within the database.

Loading the Sample File

1 Load Microsoft Access or close the current file and click the FILE tab. Select the OPEN
OTHER FILES icon in the START window or the OPEN icon in the BACKSTAGE VIEW.

2 Access the CHAPTER 9 folder of the ACCESS 2016 SUPPORT FILES and open the
CHAPTER 9 file as an OPEN READ-ONLY file.

3  Click on the SAVE AS icon in the WARNING BAR under the RIBBON.

4 Access your STORAGE folder, save the file as CHAPTER 9 COPY and click on the
ENABLE CONTENT button.

Looking at the Database

1 The database consists of two tables. The
first table stores data about the owner
of the property. The second table stores
data about the property itself. A query is
used to link the two tables.

I & Chapter 9 Copy : Databas«

Q Tell me

Create External Data Database Tools

Views Clipboard ]

All Access ObV
Tables ey
o oo 2 There are 2 forms, a MAIN SWITCHBOARD

S form and a DATA ENTRY form.

Queries

B All details Query

Forms

E Data Entry

e 3 One report prints the RENTAL details
Reports N . .

. :HPH o and the second report prints either the
e properties for SALE or AUCTION.
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Creating the Rental Properties Macro

We need macros that print the reports for each of the three different types of properties
(rental, auction and sale) that the company deals with.

A Starting the Macro

For the first macro the properties for rent need to be separated.

Chapter 9 Copy : Database- C:\Users\GregBowden\Documents\Access Storage\Chapter 9 Copy.accdb (Access 2007 - 2016 file format) - Access

Fil Hom (@Sl <omalData  Database Tools Q) Tell me what you want to do...

D G D ’T‘\ 'S —— QFE@M ----- d ﬂ j 5] Report Wizard D £ Module
FrpEEtT | T T S @y G Form Blank = Report Blank e = et
Parts ~ Design Lists=  Wizard Design Design Form IE=) More Forms - Dy ™
Templates Tables Queries Forms Reports lkn & Co
All Access Objects @ « Macro
Tables A
B Owners Details 1 Open the CREATE tab Of the RIBBON
———— and click on the MACRO icon to start

a hew macro.

9 Carpry : Database- T\t \firegBomedes\ Duc urmenti\Acorin Sorage\ Chapbes 9 Copy accedl [Acerys 2007 - 2016 Gle formad) - Ac.

e 2 The MACRO BUILDER screen is
s opened. Actions can be inserted
from the ACTION CATALOGUE pane
at the right of the screen or from the
ADD NEW ACTIONS box which is
provided in the MACRO STEPS area.

NOTE: i The arrow at the right of the ADD NEW ACTION box is used to enter
the commands of the macro. Those commands are executed in the
order that they are displayed in the MACRO BUILDER window.

ii  When you select an action a new ADD NEW ACTION box is added
after the current action.

iii Maximize the MACRO window if you prefer to.
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B Inserting a Comment

It is good practice to insert COMMENTS as you build macros. These comments don't
effect the running of the macro in any way, but they help explain what the actions are
doing.

1 Double click on the COMMENT icon
in the ACTIONS CATALOG pane and
a COMMENT frame is inserted above
the ADD NEW ACTIONS box.

2 Taoh  Chapbes 3 Capy s Datsbase- CAUseri\GieogBowden Documenti\ Accrs

reate Extermal Data

tabase Tonk @ el me what you want 1o do.

Previers the Benlal Properies Report

2 Enter the comment:

Preview the Rental Properties Report

and press the TAB key.

| vt 12 % 12 = WE
Run Expand Collapse Expand Collapse  Action Show All
Actions Actions Al All Catalog Actions
All Access Objects © « : v 1 Click on the drop down arrow at the
g "= __—  right of the ADD NEW ACTION box
A Property Details . . = 5 . .
Queries N /“ prEnewthEanta!PmpErhﬂM and a list of actions is dlsplayed.
B Al details Query ¥
%’"‘;m Entry :
= Main Swithboard
Reports P
B Rental Properties Report rowseTo
B ssle Properties Report anc i
2 Select the DISPLAY HOURGLASS
POINTER action.
EMailDatabaseObject

NOTE: You can also click in the ADD NEW ACTION box and press the DI keys
to insert the action. The DISPLAY HOURGLASS command places the

HOURGLASS cursor on the screen as the macro is operating. It lets

the user know that the computer is doing something.
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B o-

File

=} =

Macro Tools  Chapter 9 Copy : Database- Ct\Users\GregBowden\Documents\Access Storage|

Home Create External Data Database Tools Design @ Tell me what you want to do...

+= == T‘
Expand Collapse Expand Collapse  Action Show All
Actions Actions Al Al Catalog Actions

Collapse/Expand Show/Hide

= -

| 5= Single Step

:% Convert Macros to Visual Basic
Run

E!

3 The DISPLAY HOURGLASS POINTER
élﬁccess Objects ® « 4 action frame is inserted. Leave the
“ ) HOURGLASS ON box set to YES.

Tools

B owners Details 2

/*  Preview the Rental Properjj#®Report
B DisplayHourglassPointe;

j Property Details

Queries 2
=j:| All details Query
Hourglass On | Ves
Forms 2
E2 Deta Entry + | Add MNew Action v

H o - ™} Macro Tools  Chapter 9 Copy : Database- C\Users\GregBowden\Documents\Access Storage|
File Home Create External Data Database Tools Design @ Tell me what you want to do...
| £ = Single Step E o= = o= T‘ E!
- :% Convert Macros to Visual Basic o T o o X
Run Expand Collapse Expand Collapse Action Show All
Actions Actions Al All Catalog Actions
Toals Collapse/Expand Show/Hide
All Access Objects © « 4 Press the down arrow key next to
Tables S
B owners Details =) the neW ADD NEW ACTION bOX
:e:::pemeEla\ls N /*  Preview the Rental Properiies Report that has been added to the MACRO
1 Al detais ey I BUILDER screen, scroll down the
Forms A N B .
3 oeteeniy + v actions and select the OPENREPORT
~8] Main Swithboar, OnError 1
SPD:S e a OpenForm actlon.
OpenQuery

E Rental Properties Report

E Sale Properties Report

OpenReport

OpenTable
PrintObject

H ©-

File

=} =
Home Create
| 5= Single Step

:g Convert Macros to Visual Basic
Run

Tools

External Data

Macro Tools
Database Tools

+= ==

Design

+= == T
Expand Collapse Expand Collapse  Action Show All
Actions Actions Al All Catalog Actions

Collapse/Expand Show,/Hide

i

Chapter 9 Copy : Database- C:\Users\GregBowden\Documents\Access Storage|

@ Tell me what you want to do...

All Access Objects @ «

Tables 3

pd

B owners Details

e

j Property Details
Queries

‘j:‘ All details Query
Forms

% Data Entry

EE Main Swithboard
Reports

»

»

»»

/*  Preview the Rental Properties Re,
DisplayHourglassPointer
Hourglass On Yes

E OpenReport
Report Name | Rental Properties Report

View |Report

5

In the REPORT NAME box enter
R and the RENTAL PROPERTIES
REPORT should be displayed.

NOTE: The program will suggest possible arguments for each action step from

the database as you enter a few letters to help you build the macro.
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H ©-

File

] = Macro Tools

Create

Macrol - Access

Home External Data Database Tools Design Q Tell me what you want

6 Press the TAB key to place the cursor

[ CEsinglestep = OE OF = T E’ ) -
Run 5 Comvert Macros to Visual Basic Expand Collapse Expand Collapse | | Acion | show Al in the VIEW box and set it to PRINT
oot i ey PREVIEW.
All Access Objects @ «|| . b e the Rentat Properties Report

Tables S

DisplayHourglassPointer
EH owners Details

Hourglass On Yes
ez Property Details

El OpenReport
- 2
Queries - Report Name | Rental Properties Report
B Al details Query
\

Forme R View |Report
2 Data Entry Filter Name | Print
= ) ) T Design
£2]l Main Swithboard Vhere Condition FRT e
Reports S Window Mode

H Rental Properties Report

NOTE: You can maximize the Macro window by clicking on its MAXIMIZE
button at the right of the Macro window.

H o - ] 2 Macro Tools Macrol - Access

File Home Create External Data Database Tools Design Q Tell me what you want to do...

| 5= Single Step = = = o= ‘f E!

G :%CnnvertMa(mstn\n'isualBasic 5 _d . ”_ & _d 2 ”_ L
un and Collapse Expand Collapse  Action Show a 2
actons Aciors Al Al BRI Aciors 7 Click in the WHERE CONDITION box
Tools Collapse/Expand Show/Hide and enter' [P

All Access Objects @ «|| .
Tables B

B3 Owners Details
j Property Details

Preview the Rental Properties Report
DisplayHourglassPointer

Hourglass On Yes

; . El OpenReport ( .
e e : ReportNome |RentlPropertic 8 The program will suggest the
Forms R L PROPERTY DETAILS table, press the
£&l Data Entry ilter Name . .
E2] Main Swithboard Where Condition =|[P TAB key tO |nsert |t
Reports # Window Mode | Mo EPmpeﬂyDelail;

H Rental Properties Report

Update Parameters

H o - ] = Macro Tools Macrol - Access
File Home Create External Data Database Tools Design Q@ Tell me what you want to do...
%= Single Step = == = == T E :
Run :% Convert Macros Lo Visual Basic Exp;d Col\a_psa Exp;d Colla_pse Action Show All

o iy L 9 Press the ! key and a list of fields
All Access Objects & from the PROPERTY DETAILS table is
provided.

«
/*  Preview the Rental Properties Report
Tables 3

DisplayHourglassPointer
B Owners Details

Hourglass On  Yes
=3 Praperty Details

. El OpenReport
Queries # Repert Name |Rental Properties Report
B Al details Query
View | Print Preview

Forms x
B DataEntry Filter Name (
B Main Swithboard Where Condition =|[Property Details]! 1 0 SeIeCt the SALE TYPE ﬁeld and
Reports " Window Mode | Normal [ Bond 1 H
=] Rental Properties Report e _ﬂJDescriptinn press the TAB key to Insert It In the
18 sale properties Report + | Add New Action v Location Condition

- . ] Owner ID *

[T Property Type

[ 5ale Price
18] Sale Type

Type of sale
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