Creating Macros

We are going to create a switchboard in our Nursing Home Database.  Copy the database before we get started so that we will still have our original database.  Name is NursingHomeSwitchboard-Macro.

1.  
To begin creating a switchboard, we first create macros.

2.  
We want to create a macro that will open a table in read-only mode, open forms, preview reports, and print reports.

3.  
To begin, hide the navigation pane.

4.
Click the Create tab.

5.
Click the Macro button arrow, and select Macro.

6.
The Macro Builder windows opens.

7.
You first enter an action that you wish to complete using the drop-down arrow.  There are a lot of actions to choose from.

8.
Some actions require additional information – argument.  Once an action is selected, the arguments will appear in the lower portion of the window for that particular action.

9.
The second column is the value you have assigned to the arguments.

10.
The 3rd column can be used to enter comments.

11.
In the first column – task to be performed – select Open Table.

12.
In the arguments section, next to Table Name, click the drop-down arrow and select Employee.

13.
In the arguments section, next to View, click the drop-down arrow and choose:  Datasheet.

14.
In the arguments section next to Data Mode, click the drop-down arrow and select Read Only.

15.
Create another action – MsgBox.  The message should read “Table is open as read-only.  Next to beep, tell it Yes.  Type is Information.  Title should be Employees.

16.
When the user clicks the OK button, the message will disappear.

17.
Preview the other options available for actions.  Select them and review the arguments available for them.

18.
Click on the first macro that we created.  Click the Save button on the Quick Access toolbar.  A dialog box opens asking for a name for the Macro.  Name it:  Opens Employee Table Read Only.

19.
Close the Macro – Click the X.

20.
There might be problems with the Macro.  It may abort, open the wrong table, or give a wrong message.  If that happens we will need to single-step the macro – proceed through the macro a step at a time in Design view.

21.
To single-step a Macro, open the Macro in Design view and click the Single Step button on the Design tab.  In the database objects right click on the Macro and select Design View.  Select the Single Step tab and click run.  To proceed to the next step, click the Single Step button again.

22.
To run a macro, select it in the Objects window, right click on it, and select run.

23.  
Macros can be edited in Design View.  You can Insert a row by pressing the Insert key.

24.  
You run the modified macro the same as before.

25. 
You may get an error message during the execution of a macro.  It may be caused by typing in a table name, etc., incorrectly.  To correct it, open the Macro in design view and correct the problem.

Your task:

Create two more macros as follows:

Macro Name



Action


Argument(s) and Value(s)

Open Inservice Attendance Table
Open Table

Table Name: Inservice Attendance









Data Mode:  Read Only






MsgBox

Message: Table is open as read only.









Type:  Information









Title:  Nursing Home

Open InserviceClasses Table

Open Table

Table Name:  InserviceClasses









Data Mode:  Read Only






MsgBox

Message:  Table is open as read only.









Type:  Information









Title:  Nursing Home

You have now written programming code for Microsoft Access!  Congratulations!

