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 Working with Macros 

 
THE BOTTOM LINE

A macro is a set of actions saved together that can be performed by issuing 
a single command. Macros are commonly used in Microsoft Office 
applications, including Microsoft Office Access, to simplify a complicated 
task that you must perform frequently or to add functionality such as 
buttons to Microsoft Access forms, reports, and controls. For example, you 
can use a macro to enter your name and contact information, format a list of 
items, resize an image in your document, or call a report from a data entry 
form. 

Creating a Macro 
Before you can use a macro, you must create the macro. To create a macro, 
you build the list of actions to be performed, provide information to 
perform the action, and specify any criteria that must be met before the 
action is performed. 

Create a Macro 

GET READY. Before you begin these steps, be sure to launch Access 
and OPEN the Students_Fourth_Coffee database from the data 
files provided. (See your instructor for the location of the data files.) 

1. If a security warning is displayed below the Ribbon, click the 
Options button following the warning. The Microsoft Office Security 
Options dialog box is displayed, as shown in Figure 1. 

 

Figure 1 
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2. Click the Enable this content radio button and click OK. Macros are 
enabled so they will function in this document. If you close and 
reopen the file, you will need to repeat steps 1 and 2. 

3. Click the Create tab on the Ribbon, as shown in Figure 2.  
 

 

 

Figure 2 

Create tab on the 
Ribbon 
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Note that your window may differ if the Navigation Pane is expanded. TROUBLESHOOTING 

 

  



Working with Macros | 3 
 
 

4. In the Other group on the Ribbon, click the Macro button. The Macro 
Builder is displayed, as shown in Figure 3.  

 

Figure 3 

 

Macro Builder Macro tools 

Arguments Action  
dropdown 
list

 
5. Select OpenReport from the Action dropdown list. Based on the 

action you selected, arguments are displayed in the Arguments 
column next to the Action field and in the Action Arguments area in 
the lower part of the window, as shown in Figure 4. 

 

Figure 4 
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6. Click the arrows on the Navigation Pane to expand it. Additional 

items in the Students_Fourth_Coffee database are displayed. 
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7. In the expanded Navigation Pane, click All Students and then drag 
it to the Report Name argument. The All Students report is added as 
an argument, as shown in Figure 5. 

 

Figure 5 
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8. Click the Run button in the Tools group on the Ribbon. A warning 

message is displayed stating that you must save the macro before 
you can run it. Click Yes. A small Save As dialog box is displayed, as 
shown in Figure 6. 

 

Figure 6 

 

Naming a new macro 

 

  



Working with Macros | 5 
 
 

9. Select the Macro1 suggested name, if necessary, and key View 
Students. Click OK. The All Students report is displayed and the 
View Students macro appears in the Unassigned Objects section of 
the Navigation Pane, as shown in Figure 7. 

 

Figure 7 

 

View Students macro 
created 

All Students 
report 
displayed View Students 

macro created 

 
10. Close all objects and SAVE your database as 

Students_Fourth_Coffee2. 
 PAUSE. LEAVE the database open to use in the next exercise. 

In the preceding exercise, you created a very simple macro that performs a 
single action. It displays a report. In Access, however, a macro can perform 
many complicated actions or a series of complicated actions. In fact, Access 
macros are very similar to a simplified programming language. 

An Access macro consists of actions, arguments, and conditions. An action 
tells the macro what it will do, such as display a report or display a message 
box. Every macro has at least one action. An argument provides 
information to the action. For example, an argument tells the action which 
report or message to display. Based on the action, some arguments are 
required, while others are optional. For example, if you want the macro to 
display a report, you must specify the report. Finally, the macro might have 
conditions that specify when an action is performed. The macro you 
created in the preceding exercise did not have conditions. The action will 
occur every time the macro runs. 

In the preceding exercise, you created a stand-alone macro. A stand-alone 
macro is a separate Access object that is displayed in the Navigation Pane. 
Beginning with Microsoft Access 2007, you can also create an embedded 
macro. An embedded macro is not displayed in the Navigation Pane. 
Instead, an embedded macro is part of the object running the macro, such 
as a form, a report, or a button. Use a stand-alone macro if you want to use 
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the macro in several locations. Use an embedded macro if you don’t want 
to track where individual stand-alone macros are used. 

Using a Macro 
A macro can save you a lot of time and effort while ensuring consistency 
when repeating the same functionality in another location. Of course, to 
gain these benefits you must use the macro. In the following exercise, you 
will add the macro you created to an existing form. 

Use a Macro 

USE the database from the preceding exercise. If you closed and 
reopened the database, remember to enable the database content. 

1. In the expanded Navigation Pane, right-click Student Details and 
click Design View. The Student Details form is displayed in Design 
View, as shown in Figure 8. In Design View, you can add, modify, or 
remove items on the form. 

 

Figure 8 
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2. Use the scroll bars in the Design View pane to center the view on the 
Notes button on the form. 
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3. In the Navigation Pane, click View Students. Drag the macro and 
drop it to the right of the Notes button in the Design View pane. The 
macro is displayed as a button on the form, as shown in Figure 9. 

 

Figure 9 
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4. In the Navigation Pane, double-click Student Details. The Student 
Details form is displayed, as shown in Figure 10. The View Students 
button is displayed in the form. 

 

Figure 10 

 

View Students button 
added to the Student 
Details form 

View Students button 

  



Working with Macros | 8 
 
 

 

5. On the Student Details form, click View Students. Minimize the 
Student Details form if necessary to view the All Students report, as 
shown in Figure 11. 

 

Figure 11 
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6. Close the Student Details form. A warning message will be displayed 

asking if you want to save changes to the Student Details form 
design. Click Yes. 

7. SAVE your database. 
 PAUSE. LEAVE the database open to use in the next exercise. 

In the preceding exercise, you added the View Students macro to the 
existing Student Details form. Use the same process to add the macro to 
any form or report. You can add the macro to an existing report to run the 
report specified in the macro. 

Editing a Macro 
A macro is not always perfect when it is created. Changes in the use of your 
database might require changes to your macro. For these and many other 
possible reasons, you might need to edit a macro. 

Edit a Macro 

USE the database from the preceding exercise. If you closed and 
reopened the database, remember to enable the database content. 
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1. In the expanded Navigation Pane, right-click View Students and 
click Design View. The View Students macro is displayed in Design 
View, as shown in Figure 12. In Design View, you can add, move, or 
remove action rows. 

 

Figure 12 

 

View Students macro 
in Design View 

 

2. In the second action row, select Open Report from the dropdown 
list. 

3. Click the Student Address Book report and drag it to the Report 
Name argument. The Student Address Book report is added as an 
argument, as shown in Figure 13. 
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Figure 13 
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4. In the second action row, click the row header in front of the action 
row you just created. Drag the row up and drop it above the first 
action row. The sequence of the action rows is changed, as shown in 
Figure 14. 

 

Figure 14 
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5. Right-click the second row header. Click Delete Rows on the 
dropdown menu. The second action row is deleted, removing the 
original action row from the macro. 
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6. Click the Run button in the Tools group on the Ribbon. Because the 
macro was modified, a warning message is displayed stating that 
you must save the macro before you can run it. Click Yes. The 
macro is saved and the Student Address Book report is displayed, as 
shown in Figure 15. 

 

Figure 15 

 

Student Address Book 
report displayed 

 
7. SAVE your database. 
 PAUSE. LEAVE the database open to use in the next exercise. 

You can edit a macro in three ways: insert an action row, move an action 
row, and remove an action row. If you modify a stand-alone macro as you 
did in the preceding exercise, every instance of the macro is also modified. 
For example, close the Student Address Book report. Open the Student 
Details form you modified earlier. Click the View Students button. The 
Student Address Book report is displayed. 

Deleting a Macro 
A macro might be replaced or it might not be needed. Clean up your 
database by deleting macros that are not used. 

Delete a Macro 

USE the database from the preceding exercise. If you closed and 
reopened the database, remember to enable the database content. 

1. Close the View Students macro by closing the Macro Builder. 
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2. In the expanded Navigation Pane, right-click the View Students 
macro and click Delete. A warning message is displayed, as shown 
in Figure 16. 

 

Figure 16 

 

Warning message 
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deleting a macro 

 

3. Click Yes to close the dialog box and delete the macro. The macro is 
removed from the Navigation Pane. 

4. In the Navigation Pane, double-click the Student Details form. The 
Student Details form is displayed. The View Students button is 
displayed in the form. 

5. On the form, click View Students. An error message is displayed 
informing you that the macro cannot be found, as shown in Figure 
17. 

 

Figure 17 
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6. Click OK. The dialog box is closed. Close the Student Details form. 
7. SAVE your database. 
 STOP. CLOSE the database and Access. 

When you delete any Access object, use caution because some actions 
cannot be undone in Access. Do not delete a macro without also removing 
the macro from any forms or reports where it was inserted. Also, if you 
think you might need the macro in the future, do not delete it. You do not 
want to spend time and effort to recreate a macro you deleted. 
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