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U nderstanding O utlook e-m ail
account options
M icrosoft O utlook supports a variety of e-m ail server types and com m unicates
w ith these servers in different w ays.

A  M A PI-based architecture is provided if you use O utlook w ith M icrosoft
Exchange Server or w ith a M A PI-based store, such as a Personal Folders file
(.pst). In general, the O utlook object m odel and developer-related features w ere
designed for this environm ent. M A PI uses profiles to configure how  an e-m ail
m essage is transm itted and w here it is stored. Exchange server also provides
m any of the collaborative capabilities in O utlook, such as the O rganizational
Form s Library and public folders.

If O utlook is configured w ith an Internet service provider (ISP), typically using
the PO P protocol, you can create m any types of O utlook solutions. H ow ever,
som e of the topics in this docum entation apply only w hen O utlook is used in
conjunction w ith M icrosoft Exchange Server, because that is the m ode m ost
com m only used to develop solutions based on O utlook.

N ote  D eveloping custom  form s w ith O utlook configured w ith only an H TTP-
based server is not supported.
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D esign O utlook W orkgroup Solutions
W ith M icrosoft O utlook, you can create a variety of w orkgroup solutions and
form s. You can create W orkgroup Solutions by using custom  view s in a
M icrosoft Exchange public folder. You can also create sim ple form s w ith no
program m ing involved or create advanced form s by using custom  controls,
properties, and M icrosoft V isual B asic Scripting Edition (V B Script).

There are a few  basic approaches to creating O utlook solutions. You can use
existing item s, such as tasks or appointm ent item s, put the item s in a public
folder, and assign a view  to the folder. This m ethod gives you an instant
W orkgroup Solution w ithout w riting any code. A nother m ethod is to m odify an
existing item , such as a contact entry or e-m ail m essage, by adding additional
pages and fields. W ith this m ethod, you can extend the use of the item  by adding
the fields and pages you need w ithout w riting any code. To create advanced
form s, you can use the C ontrol Toolbox and V B Script to access properties,
events, m ethods, and objects w ithin O utlook.



W hat m ethod do you w ant to use?

C reate an instant w orkgroup solution using public folders

Extend the use of an O utlook item  by adding additional fields and pages

C reate custom  form s by using V B Script

C reate form s by using O ffice docum ents



O verview  of a Typical Folder-based
Solution
W hen used w ith M icrosoft Exchange Server, M icrosoft O utlook provides
groupw are capabilities that allow  m ore than one person to w ork on the sam e
data. Even w ithout using these capabilities, how ever, you can still custom ize
O utlook folders for your personal use or to create a solution that other people in
your organization can use.

If you‒re planning to build a groupw are solution, you should consider first
w orking w ith O utlook to develop a single-user solution. Since a groupw are
solution is often as sim ple as placing a custom  form  in a M icrosoft Exchange
public folder, learning the basics of building a folder-based personal form s
solutions w ill be fully applicable to developing solutions in public folders.

W hether it‒s in one of your personal folders or in a M icrosoft Exchange public
folder, putting together an O utlook solution typically involves the follow ing
steps:

1. D ecide w hich type of folder and/or form  to custom ize. For m ore
inform ation, see Types of Form s in O utlook.

2. O pen a new  form  and custom ize it to suit your needs.

3. Publish the form  to the folder so that it‒s available only for use in that
folder.

4. Set the custom  form  as the default form  for the folder. This w ill ensure that
w hen you create new  item s for use in this folder they‒ll be based on the
custom  form  you created.

5. If you have any existing item s in the folder, update these item s so they w ill
use the new  form  w hen they‒re opened. For m ore inform ation, see C hange
the Form  U sed by Existing Item s in a Folder.

N ote  If you plan to use a custom  form  in a folder, you should create the custom



form  before creating any item s based on the form . This w ill ensure that all the
item s in the folder use the sam e set of fields.

If you need to update the form  after having created som e item s in the folder,
follow  these steps:

1. O pen a new , blank item  based on your custom  form .

2. U pdate the form  to suit your needs.

3. R epublish the form  to the folder using the sam e nam e.



U sing view s to create a solution
A lthough custom  form s provide a pow erful w ay to w ork w ith data in a folder,
you can also custom ize M icrosoft O utlook to a great extent sim ply by creating a
view  that suits your needs. In som e cases, depending on how  you w ant to w ork
w ith O utlook, you can use a custom  view  instead of a custom  form  to enter and
m odify data.

Entering data in a view  is usually done be selecting one of the O utlook table
view s, w herein each row  contains one item  in the folder and each colum n
represents a field associated w ith an item . You can select the fields that O utlook
displays, and you can also enter or change the contents of fields directly in the
table view . This allow s you to quickly m odify item s, even those that contain
custom  fields.

To allow  field editing in a view

1. C lick V iew , point to A rrange B y, then point to C urrent V iew , and then
click C ustom ize C urrent V iew .

2. C lick O ther Settings.
3. Select A llow  in-cell editing.

Editing item s in a table view  lets you keep track of custom  data, view  m ultiple
item s at the sam e tim e, enter data into an item  w ithout having to open the item ,
and avoid having to create a custom  form .
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C hange the default view  in a folder
1. If the Folder List is not visible, click the V iew  m enu, and then click Folder

L ist.

2. R ight-click the folder you w ant to change the default view  for.

3. C lick Properties on the shortcut m enu.

4. C lick the A dm inistration tab.

5. N ote  If the A dm inistration tab does not appear, you don't have ow ner
perm ission.

6. In the Initial view  on folder box, enter the view  that you w ant to appear
each tim e the folder is opened. The N orm al view  displays the default
M icrosoft O utlook view  for the type of item s in the folder.

To change the default view  for a public folder, you m ust have ow ner perm ission
for the folder, and there m ust be at least one custom  view  defined that is visible
to everyone for the folder.



Show  only the custom  view s in a
folder
1. O n the V iew  m enu, select C urrent V iew , click D efine V iew s.

2. Select the O nly show  view s created for this folder check box.
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Set perm issions in a folder
If you are the ow ner of a public folder, you can set perm issions in the folder to
give users the ability to perform  certain functions. B y adding the user nam es,
distribution list nam es, or public folder nam es to the N am e box on the
Perm issions page, you can determ ine w ho can:

C reate item s
R ead item s
C reate subfolders
Edit item s
D elete item s

You can also determ ine w ho is the folder ow ner and the folder contact and to
w hom  the folder is visible.

To set perm issions

1. In the Folder L ist, right-click the public folder for w hich you w ant to set
perm issions, and then click Properties on the shortcut m enu.

2. C lick the Perm issions page.
3. To add a user nam e to the list, click A dd.
4. C hoose a nam e from  the A ddress B ook, and then click O K .
5. Select the user's nam e in the N am e box for w hom  you w ant to change

perm issions.
6. In the R oles box, choose the role for this user. The perm issions check boxes

w ill autom atically revert to the default values for this role.
7. If you w ant to define a custom  role, select the perm issions check boxes that

you require for this user. The value in the R oles box w ill change to
"C ustom ."

8. W hen you have set the roles for all the users, click O K  on the Properties
page.

N ote  To rem ove a nam e, select the nam e, and then click R em ove. You can
rem ove any nam e from  the N am e box except D efault.
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C reate a custom  field
In O utlook, you can create different types of custom  fields based on the data type
that you select.

If you w ant to enter and show  inform ation about an item , you can create a
sim ple field w ith one data type. For exam ple, if you w ant to enter a date,
you can create a D ate/Tim e field.

If you w ant to show  m ore than one field in a colum n in a table (or in a row
in a card), you can create a com bination field w ith a C om bination data type.
You can either show  all the selected fields joined together in a colum n or
show  only the first non-em pty field. This is useful if you w ant to optim ize
the use of screen space in a view .

If you w ant to show  the results of calculations on standard fields or fields
you create, you can create a form ula field.



W hat do you w ant to do?

C reate a sim ple field for a folder

C reate a com bination field for a folder

C reate a form ula field for a folder
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A bout O utlook form s
A  form  is an easy w ay to distribute and collect inform ation electronically. For
exam ple, a form  can be available for anyone to order supplies or post
inform ation in a public folder. M icrosoft O utlook provides built-in form s such as
the M essage form  to com pose m essages and the C ontact form  to enter
inform ation for a contact. If you have sent an e-m ail m essage or created an
appointm ent, you have used a form . Every O utlook item  is based on a form .

You use the O utlook Form s design environm ent to create custom  form s. U se a
built-in form  to leverage functionality from  the item  associated w ith it; for
exam ple, to include autom atic nam e checking in a custom  form , create it from  a
form  based on an e-m ail m essage. To m odify a form , you can add and rem ove
fields, controls, options, and tabs. A  form  can be saved as a file for use as a
tem plate or in another program  or in a form s library to m ake the form  available
to others.

D evelopers can extend form s w ith M icrosoft A ctiveX  controls and put W orld
W ide W eb pages on their form s by using the W eb B row ser control. Form s can be
program m ed by using M icrosoft V isual B asic Scripting Edition (V B Script).

You cannot design O utlook form s in M icrosoft V isual B asic or V isual B asic for
A pplications (V B A ), although you can use form s created w ith the M icrosoft
Exchange Electronic Form s D esigner (EFD ) in O utlook. In order to use EFD ,
you m ust install an optional EFD  run-tim e com ponent that you can dow nload
from  the M icrosoft O ffice D ow nload C enter.



H ow  O utlook form s and item s w ork
together
M icrosoft O utlook stores its inform ation in the form  of individual item s in a
folder. A n O utlook item  is sim ilar to a record in a database in that it consists of a
group of fields that store inform ation pertaining to the specific item .

O utlook displays the contents of an item  in one of tw o w ays: either through a
view  in an explorer w indow , or through a form  in an inspector w indow . A  form
usually provides a m ore com plete display of the inform ation and lets the user
interact w ith the contents of the item  in m ore w ays. In a sense, a form  is the
principal user interface for an item . O utlook provides one or m ore standard
form s for each type of item  (m ail m essage, contact, and so on). You can create
custom ized versions of these form s to change the w ay O utlook displays item s.
You can display additional pages that are usually hidden, and you can add
controls to those pages. Typically, these controls are bound to fields in the item
so that the user can view  and edit the contents of those fields. In som e cases, you
can also custom ize the default pages of a form .

Every item  contains a M essage C lass field; this field contains the nam e of the
form  that O utlook provides to view  and edit the item . For exam ple, a contact
item  w ill have a default m essage class of IPM .C ontact. If you create a custom
form  called C ustom er, the M essage C lass field of item s using that form  w ill
contain IPM .C ontact.C ustom er. The m essage class of all O utlook item s alw ays
begins w ith IPM . The second part of the m essage class denotes the type of
O utlook form  that the form  is based on. The third portion of the m essage class is
present only if the form  is a custom ized version of a standard O utlook form .



Types of form s in O utlook
To create a custom  form  in M icrosoft O utlook, you alw ays begin by choosing
one of the O utlook default form s. In m ost cases, the type of form  you w ant to
custom ize is determ ined by w hat type of solution you are creating. The
follow ing table lists the types of form s and how  they w ould typically be used.

Form D escription
C ontact U se to keep track of inform ation about a person or organization.
D istribution
List

U se to create a lists of contacts and e-m ail addresses that can be
used as a single e-m ail address.

Task U se to track inform ation about a task that needs to be
accom plished.

M ail
M essage

U se to send inform ation to som eone in a specific form at, or to
provide a m eans for them  to enter data so that they can send it
som ew here.

Post
U se to facilitate a threaded conversation in a M icrosoft Exchange
public folder, or use for other purposes, such as posting file
attachm ents to a folder.

A ppointm entU se to represent a m eeting or scheduled event.
Journal
Entry U se to log inform ation about another item  or an event.

Follow ing are som e things to consider w hen deciding w hich type of form  to use:

W hat is the nature of the solutions you are creating? If the form  w ill be
sent, then an e-m ail m essage w ould be appropriate. If the solution w ill be
used to track inform ation in a folder, then a post, contact, task, or
appointm ent form  w ould be m ore appropriate.
W hich form  m ost closely provides the needed functionality? The default
O utlook form s m ay provide m uch of the functionality, so you should
choose the one that w ould require the least custom ization.
W hich standard fields are available for the form ? Each O utlook form  has its
ow n set of standard fields to keep track of inform ation for those types of
item s. You should consider using the form  w hose fields m ost closely m atch



you needs.
W hich pages of the form  are custom izable? Som e pages on O utlook form s
are not custom izable, although you can hide them  if you w ant.
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C hange the default form  for a folder
You can change the default form  for a particular folder so that w hen a new  item
is created, it w ill use a custom  form . This procedure requires O w ner perm ission
for a public folder.

1. R ight-click the folder for w hich you w ant to specify the default form , and
then click Properties on the shortcut m enu.

2. In the W hen posting to this folder, use box, click the form  that you w ant
others to use.

Tip

To copy, install, delete, and update form s in this folder, click M anage on the
Form s tab. You can also specify available form s in a public folder by selecting
an option under the A llow  these form s in this folder box.

Learn how  to change the form  for existing item s in a folder.



G lobally change a default form
You can change the default form  in M icrosoft O utlook by m aking changes to the
M icrosoft W indow s registry. The registry settings specify w hich form s are
substituted for the default O utlook form s. For exam ple, if you create a custom
form  called "D efault," that custom  form  has a m essage class of
IPM .N ote.D efault, instead of the standard O utlook e-m ail m essage class of
IPM .N ote. You can add certain registry keys to indicate that O utlook should
substitute the IPM .N ote.D efault form  for the standard IPM .N ote form .

The Form s A dm inistrator utility has not been updated for M icrosoft O ffice
O utlook 2003, and it does not create the registry keys in the correct location for
O ffice O utlook 2003. H ow ever, you can use the Form s A dm inistrator utility to
create a W indow s registry file that requires only m inor changes to w ork w ith
O ffice O utlook 2003. To use a W indow s registry file to change the default form
in O ffice O utlook 2003:

1. D ow nload the O utlook 2000 Form s A dm inistrator utility.
2. R un the Form s A dm inistrator utility, and then change the settings as you

w ould for O utlook 2000 or O utlook 2002.
3. To save the registry settings on your com puter, click Save. This also m akes

the E xport Saved Settings button available.
4. C lick E xport Saved Settings to save a W indow s registry (.reg) file.
5. O pen the .reg file in a text editor, such as N otepad.
6. The registry key paths reference 9.0, w hich is the location for O utlook 2000

registry settings. C hange all of the references to 9.0 to 11.0, w hich is w here
O ffice O utlook 2003 stores registry settings.

7. Save the .reg file.
8. To change a default form  for O ffice O utlook 2003, run the .reg file on the

com puter so that the keys are added to the W indow s registry.

N ote  If you used the Form s A dm inistrator utility to change the default form s in
O utlook 2000 or O utlook 2002, and you then upgrade to O ffice O utlook 2003,
M icrosoft O ffice or O utlook Setup m igrates the registry keys to the correct
location so that O ffice O utlook 2003 continues to use the substituted form s.



C hange the form  used by existing
item s in a folder
In som e cases you m ay need to change the form  associated w ith item s that are
already in a folder. This is often necessary after im porting item s, or if you create
a custom  form  after you have already created item s based on a standard
M icrosoft O utlook form .

The M essage C lass field cannot be directly changed using the O utlook user
interface, but you can use V B Script, V isual B asic, or V isual B asic for
A pplications to change the M essage C lass field.

The follow ing A utom ation code can be used as a basis for developing your ow n
solution. This code assum es that the nam e of the new  form  is M yForm . It w ill
change all contacts in your default contacts folder so that they w ill use M yForm .

Sub ChangeMessageClass()

Set olApp = New Outlook.Application

Set olNS = olApp.GetNameSpace("MAPI")

Set ContactsFolder = _

    olNS.GetDefaultFolder(olFolderContacts)

Set ContactItems = ContactsFolder.Items

For Each Itm in ContactItems

   If Itm.MessageClass <> "IPM.Contact.MyForm" Then

      Itm.MessageClass = "IPM.Contact.MyForm"

      Itm.Save

   End If

Next

End Sub

  

N ote  If you w ant to use a folder other than a default folder, use the Folders
collection object to refer to any folder that is available in your Folder List.



C reate an O utlook form
A ll custom  form s m ust be based on existing M icrosoft O utlook form s. If you do
not w ish to use the default form  functionality provided by O utlook, you can hide
all of the default form  pages and use only the extra blank pages to create a
com plete custom  form .

To begin designing an O utlook form :

1. O pen an O utlook item  by doing one of the follow ing:
To open a m ail m essage, click the N ew  M ail M essage icon.
C lick the arrow  beside the N ew  M ail M essage icon, and then click
M ail M essage.
O n the File m enu, click N ew , and then click M ail M essage.
O n the A ctions m enu, click N ew  M ail M essage.
D ouble-click anyw here in an em pty area of the Inbox view  pane.

2. W hen you have the new  form  opened, on the Tools m enu of the form , click
Form s, and then click D esign T his Form . You m ay also click D esign
Form , and then select to design a different form .

3. A dd the fields, controls, and code that you w ant to your new  form .



C ustom ize pages on a form
In general, you can custom ize up to five pages on a form . For e-m ail m essages
and posts, you can custom ize a sixth page, the M essage page; and for contacts,
you can custom ize the G eneral page.

W ith the form  in design m ode :

1. C lick the page that you w ant to custom ize.

2. From  the Field C hooser, drag a field to the page. O utlook autom atically
sizes the field for you.

If the field that you w ant doesn't appear in the Field C hooser, click a
different field set in the box at the top of the Field C hooser.

3. To align, size, or rem ove fields, right-click the field, and then select the
options that you w ant on the shortcut m enu.

4. A dd and rem ove controls.

Tips

To create fields, click N ew  in the Field C hooser. Type a nam e for the field
in the N am e box, and then select a field type and form at. Fields support
calculated expressions, validation form ulas, and field form atting. 

If you drag a field or control to a hidden page, the page autom atically
show s on the form  at run tim e.



E xtend the use of an O utlook item  by
adding additional fields and pages
In this approach, you take a standard O utlook item , such as a contact, m ail
m essage, task request, or m eeting request and add fields and extra pages.

N ote  A ll custom  form s m ust be based on existing O utlook form s. If you do not
w ish to use the default form  functionality provided by O utlook, you can hide all
of the default form  pages and use only the extra blank pages to create a com plete
custom  form .

1. O pen the item  on w hich you w ant to base the form . For exam ple, if you
w ant your form  to organize and collect inform ation about a person or
organization, open a contact. In the contact, select Form s on the Tools
m enu and click D esign T his Form . This opens the item  in design m ode.

2. Set attributes for the form . In design m ode, you add attributes such as a
caption, passw ord, or description on the Properties page. The A ctions page
lists default R eply form s. You can add your ow n custom  R eply form s to the
A ctions page as w ell as change several aspects of how  the default R eply
form s w ork. 

3. D esign the form  by m oving, rem oving, and adding fields and pages in the
form . A ll the fields in the form  and all the fields you add from  the Field
C hooser retain their built-in properties and functionality. For procedures on
designing form  pages, see C reating Form s under Solutions w ith Form s,
Public Folders, and V iew s on the H elp C ontents tab.

4. Test and publish your form . You can instantly see how  your form  looks; just
open your new  form  in run m ode by clicking R un T his Form  on the Form
m enu on the form . You can publish your form  to your Personal Form s
Library or to a folder to test it, and then publish the form  to a public folder
or to the O rganization Form s Library so other users can use it.



U se the Field C hooser
A lthough you can add a control to a form  and then bind the control to a field, it
is usually m ore effective to use the Field C hooser. The Field C hooser lets you
add a control and bind it to a field in a single step. A lso, in m any cases, the built-
in control provided by the Field C hooser has special features and capabilities
that cannot be duplicated by binding a field to a standard control.

M icrosoft O utlook displays the Field C hooser w henever you open a form  in
design m ode.

N ote  Som e entries in the Field C hooser, such as C ategories, display ellipses
after them . These entries correspond to O utlook w indow s. W hen you drag one of
these entries in the Field C hooser to a form  page, O utlook creates a button that
can be clicked to open the w indow .



H ow  to open a form
You can open custom  form s that you create in M icrosoft O utlook. H ow  you open
a custom  form  depends on w here you saved it.

To open a
form D o this

In the Folder
Form s L ibrary

Select the folder in w hich you saved the form . O n the A ctions
m enu, select the form  that you w ant to open.

In the
O rganizational
Form s L ibrary

O n the File m enu, click N ew , and then click C hoose Form . If
necessary, on the C hoose Form  dialog box, click
O rganizational Form s L ibrary in the L ook In box.

In the Personal
Form s L ibrary

O n the File m enu, click N ew , and then click C hoose Form . If
necessary, on the C hoose Form  dialog box, click Personal
Form s L ibrary in the L ook In box.

Saved as an
O utlook
tem plate

O n the File m enu, click N ew , and then click C hoose Form . If
necessary, on the C hoose Form  dialog box, click U ser
Tem plates in File System  in the L ook In box.

Saved as a file

O n the Tools m enu, click Find. In the Find pane, click
A dvanced Find. In the L ook for box, click Files
(O utlook/E xchange), and then type the nam e of the file in the
N am ed box.



H ow  to edit a form
1. O pen the form  .

H ow ?

2. O n the Tools m enu, select Form s and click D esign T his Form  to sw itch to
the design m ode of the page.

3. M ake your changes.

4. Save the form .

H ow ?
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C reate custom  actions for a form
A ctions are a very pow erful feature of M icrosoft O utlook form s that allow  you
to create a w ide variety of solutions w ithout w riting program m ing code. For
exam ple, you can use actions to open other form s, even form s of a different type,
or you can create a m essage form  w ith an action that opens a contact form .

W ith the form  in design m ode:

1. C lick the (A ctions) page.
2. C lick N ew .
3. Select the options that you w ant.

N otes

You can specify w hether you w ant an action to appear as a com m and on
both the A ctions m enu of the form  and the Form  D esign toolbar, or just on
the item  m enu.
You can also use actions to create a new  item . For exam ple, you can create
a m essage form  w ith an action that creates a new  contact. The new  item  is
created in the open folder, not in the C ontacts folder.
You need to use the Forw ard action to have attachm ents included in a
R eply. So even if your A ction is a R eply A ction, use the Forw ard m ethod
to preserve attachm ents.
There is no direct w ay to have the original item  autom atically close w hen
the new  item  is launched. You need to use M icrosoft V isual B asic Scripting
Edition (V B Script) to accom plish this.



C reate a reply form
W hen you create a M essage form  , you often w ant users to send a reply by using
a reply form .

A n action autom atically opens a reply form , typically w hen a user clicks R eply,
Forw ard, or another com m and on the form . For exam ple, an action can create a
Forw ard button, that, w hen selected by the user, opens a Forw ard form  for the
user to fill in and send to reply to your m essage. You can specify that the form
use standard R eply and Forw ard headers, and you can even add prefix text, such
as R E: to the Subject field of your custom  reply form .

You can use the default reply form s included w ith O utlook (these are the form s
listed on the A ctions page), or you can disable any of these form s and create a
custom  reply form . The custom  reply form s that you create are listed on the
A ctions page in design m ode in the form .

You can create custom  buttons and m enu com m ands and specify w hat happens
w hen the user chooses them . You can also create a button or m enu com m and that
opens a task, a C alendar item , or even a note.

You can send inform ation w ithout opening a reply form  by pre-addressing a
custom  reply form  to go to a specific e-m ail address or to a public folder.



W hat do you w ant to do?

C reate a custom  reply form

A dd a custom  button or m enu com m and to start a reply form

O pen a task, C alendar item , or note from  a custom  form

U se standard R eply and Forw ard headers on a form

A utom atically insert text into the Subject field of a reply form

Specify w hether a form  prom pts the user, opens, or is sent

Pre-address a reply form  to a public folder or an e-m ail address



A bout the form  nam e and m essage
class
The m essage class is an internal identifier used by O utlook and M icrosoft
Exchange to locate and activate a form  .

The M essageC lass property corresponds to the M A PI property
PR _M ESSA G E_C LA SS. This class property determ ines w hich receiving folder
the m essage should be routed to and w hich form  should be activated to view  the
m essage.

In the Publish Form  A s dialog box, w hen you type a nam e in the D isplay nam e
field, you w ill notice that the Form  nam e field reflects the display nam e by
default. You can leave the form  nam e to be the sam e as the display nam e or you
can change the form  nam e. The display nam e w ill be the caption at the top of
your form . The display nam e w ill also be used to construct the nam e under
w hich your form  w ill be published. W hen you publish your form , the display
nam e w ill be listed in the C hoose Form  dialog box.

O utlook autom atically constructs a m essage class for the form  by preceding the
form  nam e w ith IPM . For instance, if you publish a m ail m essage form  that you
w ant to nam e "M yForm ", in the D isplay nam e field, type: This is m y Form . In
the Form  nam e field, type: M yForm . A t the bottom  of the dialog box, O utlook
w ill display the m essage class for your new  form  as: IPM .N ote.M yForm .

W hen you search in the C hoose Form  dialog box, you w ill see "This is m y
Form " displayed in the list. If you select it, the D isplay nam e field at the bottom
of the dialog box w ill display, "This is m y Form " and the Form  nam e field w ill
display, "M yForm ".

A  m essage class, w hich is generated autom atically by O utlook from  the form
nam e, is assigned to the form . W hen a form  w ith that m essage class is selected,
O utlook loads and displays an instance of that form . O utlook w ill use the
m essage class, IPM .N ote.M yForm , to locate the form  w ith the display nam e,
"This is m y Form ".
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Item  types and m essage classes
The type of an item  is defined by its Type property. The m essage class for an
item  is defined by its M essageC lass property.

M essage class ID Item  type is used to
IPM .A ctivity C reate journal entries.
IPM .A ppointm ent C reate appointm ents.
IPM .C ontact C reate contacts.
IPM .D istList C reate distribution lists
IPM .D ocum ent C reate docum ents.

IPM .O LE.C lass C reate the exception item  of a
recurrence series.

IPM If the specified form  cannot be
found.

IPM .N ote C reate e-m ail m essages.

IPM .N ote.IM C .N otification
C reate a report from  the Internet
M ail C onnect (the Exchange Server
gatew ay to the Internet).

IPM .N ote.R ules.O of.Tem plate.M icrosoft Show  out-of-office tem plates.
IPM .Post Post a note in a folder.
IPM .StickyN ote C reate a note.
IPM .R ecall.R eport C reate a m essage recall report.

IPM .O utlook.R ecall R etrieve sent m essages from
recipient Inboxes.

IPM .R em ote R epresent a R em ote M ail m essage
header.

IPM .N ote.R ules.R eplyTem plate.M icrosoftEdit rule reply tem plates.
IPM .R eport R eport item  status.
IPM .R esend R esend a failed m essage.
IPM .Schedule.M eeting.C anceled Send m eeting cancellations.
IPM .Schedule.M eeting.R equest C reate m eeting requests.
IPM .Schedule.M eeting.R esp.N eg C reate decline m eeting responses.



IPM .Schedule.M eeting.R esp.Pos C reate accept m eeting responses.
IPM .Schedule.M eeting.R esp.Tent C reate tentative m eeting responses.

IPM .N ote.Secure Send encrypted notes to other
people.

IPM .N ote.Secure.Sign Send digitally signed notes to other
people.

IPM .Task C reate tasks.
IPM .TaskR equest.A ccept C reate accept task request responses.

IPM .TaskR equest.D ecline C reate decline task request
responses.

IPM .TaskR equest C reate task requests.
IPM .TaskR equest.U pdate C reate updates to requested tasks.



O utlook fields and equivalent
properties
N am e of field in M icrosoft O utlook

Field C hooser
N am e of equivalent O utlook object

m odel property
%  C om plete PercentC om plete
A ccount A ccount
A ctual W ork A ctualW ork
A ddress Selected N /A
A ddress Selector N /A
A ll D ay Event A llD ayE vent
A nniversary A nniversary
A ssigned D elegationState
A ssistant's N am e A ssistantN am e
A ssistant's Phone A ssistantTelephoneN um ber
A ttachm ent A ttachm ents
B cc B C C
B illing Inform ation B illingInform ation
B irthday B irthday
B usiness A ddress B usinessA ddress
B usiness A ddress C ity B usinessA ddressC ity
B usiness A ddress C ountry B usinessA ddressC ountry
B usiness A ddress PO  B ox B usinessA ddressPostO fficeB ox
B usiness A ddress Postal C ode B usinessA ddressPostalC ode
B usiness A ddress State B usinessA ddressState
B usiness A ddress Street B usinessA ddressStreet
B usiness Fax B usinessFaxN um ber
B usiness H om e Page B usinessH om ePage
B usiness Phone B usinessTelephoneN um ber
B usiness Phone 2 B usiness2TelephoneN um ber



C allback C allbackTelephoneN um ber
C ar Phone C arTelephoneN um ber
C ategories C ategories
C c C C
C hanged B y N /A
C hildren C hildren
C ity H om eA ddressC ity
C olor C olor
C om pany C om panies
C om pany C om panyN am e
C om pany M ain Phone C om panyM ainTelephoneN um ber
C om plete C om plete
C om puter N etw ork N am e C om puterN etw orkN am e
C ontact Form D escription .C ontactN am e
C ontacts L inks
C ontent B ody
C onversation C onversationTopic
C ountry H om eA ddressC ountry
C reated C reationTim e
C ustom er ID C ustom erID
D ate C om pleted D ateC om pleted
D efer until D eferredD eliveryTim e
D epartm ent D epartm ent
D istribution List N am e D L N am e
D o N ot A utoA rchive N oA ging
D ow nload State N /A
D ue B y FlagD ueB y
D ue D ate D ueD ate
D uration D uration
E-m ail E m ail1A ddress
E-m ail 2 E m ail2A ddress
E-m ail 3 E m ail3A ddress
E-m ail Selected N /A



E-m ail Selector N /A
End E nd
Entry Type Type
Expires E xpiryTim e
File A s FileA s
First N am e FirstN am e
Flag Status FlagStatus
Follow -up Flag FlagR equest
From SentO nB ehalfO fN am e
FTP Site FT PSite
Full N am e FullN am e
G ender G ender
G overnm ent ID  N um ber G overnm entID N um ber
H ave R eplies Sent To R eplyR ecipientN am es
H obbies H obby
H om e A ddress H om eA ddress
H om e A ddress C ity H om eA ddressC ity
H om e A ddress C ountry H om eA ddressC ountry
H om e A ddress PO  B ox H om eA ddressPostO fficeB ox
H om e A ddress Postal C ode H om eA ddressPostalC ode
H om e A ddress State H om eA ddressState
H om e A ddress Street H om eA ddressStreet
H om e Fax H om eFaxN um ber
H om e Phone H om eTelephoneN um ber
H om e Phone 2 H om e2TelephoneN um ber
Icon Form D escription .Icon
Im portance Im portance
In Folder Parent
Initials Initials
Internet Free B usy A ddress InternetFreeB usyA ddress
ISD N ISD N N um ber
Job Title JobTitle
Journal Journal



Junk E-M ail Type N /A
Language L anguage

Last N am e L astN am e
Last Saved Tim e N /A
Location L ocation
M ailing A ddress M ailingA ddress
M ailing A ddress Indicator N /A
M anager's N am e M anagerN am e
M eeting Status M eetingStatus
M essage B ody
M essage C lass M essageC lass
M essage Flag FlagStatus
M iddle N am e M iddleN am e
M ileage M ileage
M obile Phone M obileTelephoneN um ber
M odified L astM odificationTim e
M eeting W orkspace U R L M eetingW orkspaceU R L
N icknam e N ickN am e
N otes B ody
O ffice Location O fficeL ocation
O ptional A ttendees O ptionalA ttendees
O rganizational ID  N um ber O rganizationalID N um ber
O rganizer O rganizer
O ther A ddress O therA ddress
O ther A ddress C ity O therA ddressC ity
O ther A ddress C ountry O therA ddressC ountry
O ther A ddress PO  B ox O therA ddressPostO fficeB ox
O ther A ddress Postal C ode O therA ddressPostalC ode
O ther A ddress State O therA ddressState
O ther A ddress Street O therA ddressStreet
O ther Fax O therFaxN um ber
O ther Phone O therTelephoneN um ber
O utlook Internal Version O utlookInternalVersion



O utlook Version O utlookVersion
O w ner O w ner

Pager PagerN um ber
Personal H om e Page PersonalH om ePage
Phone n Selected N /A
Phone n Selector N /A
PO  B ox H om eA ddressPostO fficeB ox
Prim ary Phone Prim aryTelephoneN um ber
Priority Im portance
Private Sensitivity
Profession Profession
R adio Phone R adioTelephoneN um ber
R ead U nR ead
R eceived R eceivedTim e
R ecurrence R ecurrencePattern .R ecurrenceType
R ecurrence Pattern N /A
R ecurrence R ange End R ecurrencePattern .PatternE ndD ate
R ecurrence R ange Start R ecurrencePattern .PatternStartD ate
R ecurring IsR ecurring
R eferred B y R eferredB y
R em ind B eforehand R em inderM inutesB eforeStart
R em inder R em inderSet
R em inder O verride D efault R em inderO verrideD efault
R em inder Sound R em inderPlaySound
R em inder Sound File R em inderSoundFile
R em inder Tim e R em inderTim e
R em inder Topic N /A
R em ote Status R em oteStatus
R equestStatus N /A
R equested B y N /A
R equired A ttendess R equiredA ttendees
R esources R esources



R esponse R equested R esponseR equested
R etrieval Tim e N /A
R ole R ole

Schedule+ Priority SchedulePlusPriority
Send Plain Text O nly N /A
Sensitivity Sensitivity
Sent SentO n
Show  Tim e A s B usyStatus
Size Size
Spouse Spouse
Start Start
Start D ate StartD ate
State H om eA ddressState
Status Status
Street A ddress H om eA ddressStreet
Subject Subject
Suffix Suffix
Team  Task Team Task
Telex TelexN um ber
Title Title
To To
Total W ork TotalW ork
Tracking Status TrackingStatus
TTY /TD D  Phone T T Y T D D TelephoneN um ber
U ser Field 1 U ser1
U ser Field 2 U ser2
U ser Field 3 U ser3
U ser Field 4 U ser4
W eb Page W ebPage
ZIP/Postal C ode H om eA ddressPostalC ode



U nderstanding the form s cache
The form s cache is a folder located in the user's C :\W indow s\“ \A pplication
D ata\Form s folder that serves as a storage location for form s. The form s cache
im proves the load tim e of a form  because com m only used form s are loaded from
the hard disk rather than dow nloaded from  the server. W hen a form  is activated
for the first tim e, the form  definition file is copied from  its form s library to the
Form s folder. The form s cache keeps a tem porary copy of the form  definition in
a subfolder w hose nam e roughly m atches the nam e of the form .

The form  table, Frm cache.dat, also located in the Form s folder, is used to locate
a form  and to prevent m ultiple instances of the sam e form  from  being loaded in
the cache. W hen a form  is activated, M icrosoft O utlook checks to see if a form
w ith the sam e m essage class is already in the cache. If not, it copies the form
definition to the cache. In addition, if a change has been m ade to a form , O utlook
copies the new  form  definition to the cache.

O utlook looks for form s in the follow ing order. W hen a m atch is found, O utlook
opens the form  and does not search further.

1. Standard O utlook form s, such as N ote, Post, and C ontact, in the
A pplication Form s Library

2. Form s already cached in the form  cache
3. Form s published in the folder that‒s currently selected
4. Form s in the Personal Form s Library
5. Form s in the O rganizational Form s Library

B ecause O utlook caches form s, you should try to avoid having m ore than one
form  w ith the sam e nam e or publishing the sam e form  to m ore than one form s
library. Form s used in a folder-based solution should be published only in the
folder. If you‒re developing a solution based on m ail m essage form s, you can
tem porarily publish the form s in your Personal Form s Library. O nce the form  is
finalized, you should publish the form  to the O rganizational Form s Library on
the M icrosoft Exchange Server and delete the form  from  your Personal Form s
Library after m aking a backup of the form . If, for som e reason, you need to
publish a form  in m ore than one location, you should be sure to keep all form s
libraries up-to-date w ith the current version of the form .



N ote  It is not possible to disable the form s cache. If you set the size of the form
cache to 0, O utlook w ill not be able to open any custom  form s.
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C reate custom  form s by using V isual
B asic Scripting E dition
M icrosoft V B Script is a subset of V isual B asic for A pplications. You can use
V B Script to create procedures that control M icrosoft O utlook folders, objects,
item s, and properties. V B Script in O utlook requires a special object syntax that
has som e differences from  referencing objects in V isual B asic for A pplications.

Learn about the O utlook object m odel.

You can choose the O utlook item  on w hich to base your custom  form . Learn
about choosing an item .

You can extend O utlook form s by using custom  controls from  the C ontrol
Toolbox. O utlook form s can use m ost of the properties and m ethods that com e
w ith the controls. Since controls cannot store values, to store the value you need
to bind the control to an O utlook field.

Learn about binding.

The O utlook object brow ser displays the classes, properties, m ethods, events,
and constants available from  the O utlook object library. The object brow ser lets
you view  and use objects in the M icrosoft Script Editor and obtain inform ation
about the syntax for using the object.

Learn about view ing and using the object brow ser.

The M icrosoft Script D ebugger provides you w ith a com prehensive debugging
environm ent for testing and correcting errors in the V B Script code for your
form s.

Learn about the Script D ebugger.
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Troubleshooting form s
I can't find the form  I created.

The form  m ay be visible only for m essage responses. To trigger the
response form , create a form , such as a new  m essage form , and then send it
to yourself. O pen the response form , click the (Properties) page, and then
clear the U se form  only for responses check box.
The form  m ay not have been saved, or it m ay not have been saved to a
form s library.
B ased on the item  type used, sw itching to a table view  m ay m ake it easier
to see the form .

M y data is not being saved w ith the form .

You probably used the C ontrol Toolbox to add controls to a form . W hen you add
controls from  the C ontrol Toolbox, if the control w ill be used to store data, you
should bind the control to a field. D ata is stored in fields, not controls. If a
control is not bound to a field, the data w ill be lost w hen the item  is saved or
sent.

N ote  If you drag a field from  the Field C hooser, the control that is created w ill
autom atically be bound to the field.

The form  is alw ays saved w ith the item .

If M icrosoft V isual B asic Scripting Edition (V B Script) in a form  changes the
form  itself, M icrosoft O utlook m ay save the form  definition w ith the item ,
creating a one-off item .

I can't change the default e-m ail m essage form .

You cannot set a custom  form  as the default form  for the Inbox. A ll incom ing e-
m ail uses the default m ail form  or a form  specified by the sender.

H ow ever, you can change the default m ail m essage form  that M icrosoft O utlook



w ill use in all folders. For m ore inform ation, see H elp.

N ew  item s aren't using m y custom  form .

You need to set the default form  for the folder to your custom  form .

O ld item s aren't using m y custom  form .

You need to change the M essage C lass field of all the older item s in the folder.

R eceived e-m ail m essages or post form s don't appear custom ized w hen
read.

E-m ail m essages and post form s can be view ed in either C om pose or R ead
m ode. You can disable this capability so that there is only one m ode for the
form , or you can m odify the R ead and C om pose pages separately. These options
are on the Form  m enu w hen in design tim e.

A n incorrect version of a form  is being used.

You probably published this form  to m ore than one form s library. M ake sure that
the form  is published in only one place.

I can't find the m essage or notes property for an item .

The M essage or N otes field on a form  is referred to as the B ody property in the
M icrosoft O utlook object m odel.

I cannot open a passw ord-protected form .

R em em ber that the passw ord is case-sensitive.

If a form  has been passw ord-protected and the passw ord is no longer know n,
M icrosoft cannot help you circum vent the passw ord protection.

Error: A  field on this form  requires a value.

C heck w hether controls on the form  have field validation enabled in the



Properties dialog box of the control.

If the error still appears, you m ust delete any unused custom  fields that exist in
the item , regardless of w hether they appear on the form .

U se an O utlook Form  in M icrosoft Exchange.

M icrosoft Exchange C lient does not recognize M icrosoft O utlook form s. A
M icrosoft Exchange C lient user w ho opens an O utlook form  sees only the
standard m essage form  properties; that is, all custom  fields are not visible.
H ow ever, O utlook can open form s designed w ith the M icrosoft Exchange Form s
D esigner.

The form  com m ands are m issing from  the Tools m enu, so I can't display
the design environm ent.

If you are using M icrosoft W ord as your e-m ail editor, the form 's design
environm ent isn't available. Turn off W ord as your e-m ail editor, and then reopen
the form .

1. In the m ain M icrosoft O utlook w indow , on the Tools m enu, click O ptions,
and then click the M ail Form at tab.

2. C lear the U se M icrosoft W ord to edit e-m ail m essages check box.

M y solution doesn't run on other com puters.

U se the follow ing troubleshooting tips to help troubleshoot problem s if your
form s or program m ing solution w orks on som e com puters, but not others.

M icrosoft V isual B asic Scripting E dition (V B Script) version   If your solution
involves form s that use V B Script, you m ay need to m ake sure that all com puters
are using the sam e version of V B Script that is being used on your developm ent
com puter. V B Script is a shared com ponent. Installing other softw are, such as a
new er version of M icrosoft Internet Explorer, m ay result in new er versions of
V B Script being installed. For the latest inform ation about V B Script versions, go
to http://w w w .m icrosoft.com /scripting.

C ontrols   If your solution uses any nonstandard controls, check to see if the
controls are properly installed on all of the user's com puters. If you are using any



control other than one of the Form s 2.0 controls that are installed by M icrosoft
O ffice, you should provide your users w ith a Setup program  to ensure that all of
your controls are installed correctly.

Perm issions or user rights   M ake sure that any user experiencing problem s has
proper perm issions or rights to use any public folders or other resources that
your solution uses.

M ail form s If your solution sends form s from  one user's com puter to another,
did you select the Send form  definition w ith item  check box on the form 's
Properties page w hen in design m ode? If not, you or the users m ust properly
install the form  so that it is available for users. A lso, m ake sure that the
com puters are configured w ith the sam e type of m ail accounts. Som etim es the
type of m essage form at (M icrosoft R ich Text, H TM L, or plain text) can play a
role, as w ell as w hether or not M icrosoft W ord is the e-m ail editor. W hen the
m essage is received, is the type of m essage form at the sam e as w hen it w as sent?
Is it possible the form at w as converted during the send process?

V B Script code in the form  does not run.

For security reasons, O utlook does not run M icrosoft V isual B asic Scripting
Edition (V B Script) in a form  if the form  is a one-off form . Ideally, you should
avoid one-off form s and publish form s to a form  library instead. If you are using
M icrosoft Exchange, you can im plem ent custom  security settings in the
M icrosoft O utlook Security Settings folder to re-enable V B Script in one-off
form s.

The m acro virus w arning keeps appearing.

There is M icrosoft V isual B asic Scripting Edition (V B Script) code in the item .
To prevent this m essage from  appearing, the V B Script code should be located in
a published form . Published form s are considered safe, and therefore the m acro
virus w arning is not displayed if the code exists in the published form .

If you published the form  but still receive the w arning m essage, this usually
m eans one of tw o things: the Send form  definition w ith item  check box is
selected on the form 's Properties page; or the item  has becom e a one-off form
and the form  definition, including V B Script code, has becom e part of the item
itself.



The C lick event of a control doesn't fire.

The C lick event doesn‒t fire for controls bound to a field. B ecause the controls
are bound to a field, w hen the value of the field changes you can use the
PropertyC hange or C ustom PropertyC hange event.



O verview  of A ppointm ent Form s
The default pages of an appointm ent form  are not custom izable. B ecause these
pages provide m uch of the M icrosoft O utlook appointm ent scheduling
functionality, it is recom m ended that you do not hide these pages, but add
additional functionality to a new  page on the form .

N ote  M eeting R equest form s are not designed to be custom ized. Instead,
custom ize an appointm ent form , and the custom  form  w ill be used w hen the
appointm ent is converted to a m eeting.



O verview  of C ontact Form s
The G eneral page of a contact form  can be m odified, but the other default pages
cannot be custom ized. You can hide these pages and create new  pages on the
form  if you choose. Learn about using contact item  selector fields.

N ote  O n the G eneral page, you cannot m odify the address, phone and e-m ail
"selector" lists that contain the nam es of standard M icrosoft O utlook fields.
A lso, the FileA s list offers tw o choices if only a contact's first and last nam e
have been entered, or five choices if a com pany nam e has also been entered.
This list of choices cannot be m odified.
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U sing contact item  selector fields
You can custom ize a contact form  using specially bound controls that display
dialog boxes that let users change fields in the item .

M ost of these controls are available directly from  the Field C hooser. The
follow ing lists these controls.

A ddress SelectorA ddress Selected
E-m ail Selector E-m ail Selected
Phone x Selector Phone x Selected

To use these fields on a contact form  page, open the form  in design m ode and
then use the Field C hooser to drag the field onto the page. This w ill
autom atically create the appropriate controls and labels on the page.



O verview  of D istribution L ist Form s
The default pages of distribution list form  are not custom izable. B ecause these
pages provide m uch of the M icrosoft O utlook distribution list functionality, it‒s
recom m ended that you do not hide these pages, but add additional functionality
to a new  page on the form .



O verview  of Journal Form s
The default page of the journal form  cannot be m odified, but you can hide this
page and create new  pages on the form  if you choose.

N ote  The list of E ntry Type entries cannot be custom ized.



O verview  of M ail Form s
A ll pages of an e-m ail form  are custom izable.

Like post form s, m ail form s have separate C om pose and R ead pages. W hen a
user opens a new  e-m ail m essage, the form  is displayed in C om pose m ode and
pages are displayed so that the user can fill out the form  to be sent. W hen the
recipient opens the item , the form  is displayed in R ead m ode, and a different set
of pages and controls can be used to display the data in the fields. W hen
designing an e-m ail m essage form , you can choose to disable the separate R ead
and C om pose pages so that the form  is identical at all tim es. If you use separate
pages, you can often copy and paste the controls from  the one set of pages to the
other.

Learn about m aking separate C om pose and R ead pages.

If you are custom izing a m ail form  for use in an organization that is using
M icrosoft Exchange Server, the form  should be published in the O rganizational
Form s Library. If you do this, then you can clear the Send form  definition w ith
item  check box on the form 's Properties page so that only the field data is
transm itted w hen the item  is sent. This w ill greatly reduce netw ork traffic and
also m ake updating the form  m uch easier in the future because each client w ill
be using the shared form  that is published on the server.

W hen designing a m ail form , it is im portant to consider w hich type of m essage
form at the form  should be in. C hoices are M icrosoft R ich Text, H TM L and plain
text. You can also specify that M icrosoft W ord m ust be used as the e-m ail editor
if you enable the option on the Properties tab of the form . C areful consideration
should be given to w hat versions of M icrosoft O utlook or W ord potential
recipients w ill be using. To program m atically set H TM L in a m ail form , see
H T M L B ody Property. To program m atically access the W ord object m odel to
m anipulate a W ord e-m ail m essage, see W ordE ditor Property.

N ote  Som e of the properties and objects related to m ail form ats m ay behave
differently depending on w hether O utlook 98 or O utlook 2000 w as running in
C orporate W orkgroup m ode or Internet M ail O nly m ode. O utlook 2002 and later
do not distinguish betw een the C orporate W orkgroup m ode and Internet M ail



O nly m ode.
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M ake separate com pose and read
versions for a form
You can create and edit separate com pose and read versions for each page of a
form . The com pose version is w hat the sender sees‍  for exam ple, w hat you see
w hen you create a m essage. The read version is w hat the recipient sees‍  for
exam ple, w hat you see w hen you read your m ail.

W ith the form  in design m ode:

1. To create or edit the com pose page, click E dit C om pose Page on the Form
m enu.

To create or edit the read page, click E dit R ead Page on the Form  m enu.

2. C ustom ize pages on the form .

H ow ?

N ote  You can quickly sw itch betw een the tw o versions by clicking the E dit
C om pose Page and E dit R ead Page buttons on the Form  D esign toolbar. If
these buttons are not available, you set com pose and read versions to be the
sam e. To have separate com pose and read versions, click Separate R ead
L ayout on the Form  m enu.



O verview  of Post Form s
Like m ail form s, all post form  pages are custom izable, and post form s also have
separate C om pose and R ead pages that you can m odify.

Learn about m aking separate C om pose and R ead pages.

A  folder containing posts is usually grouped by the C onversation field to keep
related topics together. The C onversation field, also know n as the
C onversationTopic property in the M icrosoft O utlook object m odel, is set based
on the Subject field of a new  post in the folder. A ll replies to this item  w ill
inherit the C onversation field from  the parent item . H ow ever, if the user
changes the Subject field, the C onversation field w ill be set to the new  subject,
creating a new  conversation.



O verview  of Task Form s
The default pages of a task form  are not custom izable. H ow ever, you can hide
these pages and create new  pages on the form  if you choose.

W hen tasks are used in a personal folder, you can assign tasks to other people.
H ow ever, w hen task item s are placed in a M icrosoft Exchange public folder,
they cannot be assigned. Instead, the O w ner field can be m odified to reflect w ho
currently ow ns the task. It m ay be advantageous to create a custom  view  so that
the tasks are grouped by their ow ner.



Set properties for a form
W ith the form  in design m ode:

1. C lick the (Properties) page.

2. To protect your form  w ith a passw ord, select the Protect form  design
check box, and then type a passw ord in the Passw ord and the C onfirm
boxes. C lick O K .

3. To be able to send a copy of the form  in e-m ail, select the Send form
definition w ith item  check box.

4. To have the form  show  only for replies to m essages, select the U se form
only for responses check box.

5. Select other options that you w ant.
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Set the attributes of a form
The attributes of a form  are set in design m ode on the Properties and A ctions
pages. O n the Properties page, the inform ation such as D escription, C ategory,
and Form  N um ber helps users find and identify your form  in the N ew  Form
dialog box. If you do not w ant users to m odify your form , you can protect a form
by assigning a passw ord to it.

O ne very im portant attribute of your form  is w hether to send the form  definition
w ith the form . The form  definition includes all the fields and the code you add to
the form . If you do not plan to publish your form  to a form s library, then you
m ust select the Send form  definition w ith item  check box (Properties page).
The form  definition includes all the new  data you add to the form  w hen you send
the form  to another user. W hen you only plan to use your form  one tim e and do
not w ant to publish your form , this type of form  is com m only referred to as a
one-off form .

If you plan to publish your form  to a form s library to w hich other users have
access, such as an O rganizational Form s L ibrary or a public folder library,
you do not need to send the form  definition; it is stored in the library. The form
definition can add considerable size to your form .

If you w ant to change how  users reply to your form , click the A ctions page. The
A ctions page lists the default R eply form s that are available. You can add your
ow n custom  R eply form s as w ell. For exam ple, form s based on a new  m ail
m essage have built-in R eply, R eply to A ll, Forw ard, and R eply to Folder form s.
W hen users receive your form , the form  w ill have buttons and m enu com m ands
so users can respond to the form . You can disable som e or all of these default
form s and set attributes for how  these R eply form s appear.
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Set default properties for a form
W ith your form  in design m ode, click the tab for the Properties page.

C ategory   You can specify a category for your form  that w ill help to
organize the form s in the N ew  Form  dialog box w hen you are selecting a
form .

Sub-C ategory   You can further refine the category by specifying a sub-
category.

A lw ays use M icrosoft W ord as the e-m ail editor   Lets you specify that
M icrosoft W ord w ill be the editor for the m essage portion (or control) of
your form . This w ill add all the form atting options that are available w ith
W ord, such as spell checking and thesaurus. In order for these options to be
available, the recipients of your form  m ust have W ord installed.

N ote  This feature has not been changed from  earlier versions of M icrosoft
O ffice. Selecting this option uses an older architecture for using W ord as
the e-m ail editor and does not provide exactly the sam e user experience as
enabling W ord as the e-m ail editor by clicking O ptions on the Tools m enu.

Tem plate   You can specify the W ord tem plate that is used to form at the
text in the m essage control of the form .

C ontact   W hen you click C ontact, you have access to the A ddress B ook.
This allow s you to select the nam es of people w ho are responsible for
m aintaining, upgrading, or providing inform ation about this form . The
contact inform ation that you provide w ill show  in the Form s M anager
dialog box and the form  Properties page.

D escription   You can type a description of your form . This could include
instructions for the use of the form  as w ell as a full description of the form 's
purpose. This inform ation w ill be displayed in the A bout dialog box on the
H elp m enu of the form  as w ell as in the Properties dialog box for the form .

Version   A llow s you to set a version num ber for this form . This is a free-



form  text field and does not affect M icrosoft O utlook behavior in any w ay.

Form  N um ber   A llow s you to set a form  num ber. This is a free-form  text
field and does not affect O utlook behavior in any w ay.

C hange L arge Icon   W hen you click this button, a File O pen dialog box
allow s you to select a different large icon for your form . Large icons appear
in the form  Properties dialog box.

C hange Sm all Icon    W hen you click this button, a File O pen dialog box
allow s you to select a different sm all icon for your form . Sm all icons appear
in the O utlook folder to represent an item  of the type created w ith the form .

Protect Form  D esign   W hen you select this box, you gain access to the
Passw ord dialog box. You can type a passw ord of your choice in the
Passw ord field, and then retype it in the C onfirm  field. If you m ake a
m istake w hen retyping, a m essage box w ill inform  you and you w ill have
the opportunity to type the confirm ation again. Setting a passw ord for your
form  m eans that others are prevented from  changing any of the attributes of
your form  after it is published. If you clear the check box, you no longer
have passw ord protection.

Set Passw ord   W hen you click this button, the Passw ord dialog box w ill
allow  you to set a passw ord for the protection of your form . This has the
affect of selecting the Protect Form  D esign check box.

N ote  The passw ord can be accessed using the O utlook object m odel so it is
not fully secure. Setting a passw ord on a custom  form  only serves as a
deterrent so that users cannot easily access the form  in design m ode.

Send form  definition w ith item    Specifies that the form  definition is
included w hen you send the form . This causes the form  to be m uch larger
than if this option is not selected. Selecting this check box creates a self-
contained form  that w ill allow  your recipients to view  the form  even if they
don't have access to the sam e form s library as the sender.

If you don't specify that the form  definition should be sent w ith the item ,
the recipient w ill receive a regular form  instead of the one that you have
created. Setting this option allow s recipients to open the item  in the form  on
their com puter, even though the form  has not been installed on their



O utlook system . This is especially useful for one-off form s that have been
created for one-tim e use.

O utlook does not run V B Script code if the form  definition is included w ith
the item . In m ost cases, it is better to publish a form  rather than to include
the form  definition w ith the item . If you do send the form  w ith the item ,
you can re-enable the V B Script code if you use custom  security settings in
the "O utlook 11 Security Settings" folder on the M icrosoft Exchange public
folder. In that case, if you send a form  w ith this box checked, the recipients
w ill see a W arning    dialog box. They have the option of disabling the
m acros since the form  is not published. H arm ful m acros could delete or
copy their files, or send m ail from  their m ailbox to another user.

If netw ork or file transfer tim e is an issue, and you cannot publish the form
for som e reason, an alternative to sending the form  definition is to save the
form  and send it as an attachm ent to another form . R ecipients can take the
attached form  and publish it in their ow n form s library.

U se form  only for responses   H ides a form  w hen it is published to a form s
library. This option is useful in situations w hen you have created a form  that
is intended only for replies. In another form , you can specify that your reply
form  w ill be used instead of the default reply form .

To use your form  only for responses, select the U se form  only for
responses check box, and then publish your form . O pen a second form  in
design m ode. O n the A ctions page of the second form , you can specify
your published form  in the R eply or R eply to A ll action. To use your form
as the default reply form , double-click the R eply action in the second form .
You can select the nam e of your published reply form  in the Form  nam e:
field of the Form  A ction Properties dialog box. This w ill cause your reply
form  to be used instead of the default reply form .
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A dd H elp to a form
A  H elp file cannot be associated w ith a form , so you cannot use the
H elpC ontextID  property to create H elp for a M icrosoft O utlook form . Instead,
you can use the follow ing steps to add a page of explanatory text to your form .

1. C lick the page to w hich you w ant to add text.
2. O n the Form  m enu, click R enam e Page.
3. In the Page nam e box, type H elp, and then click O K .
4. D rag a TextB ox control from  the C ontrol Toolbox to the form .
5. R ight-click the TextB ox control, and then click Properties on the shortcut

m enu.
6. O n the D isplay page, select M ulti-line check box.
7. Type the explanatory text that you w ant in the TextB ox control.
8. R ight-click the TextB ox control, and then click Properties on the shortcut

m enu.
9. O n the D isplay page, select the R ead only check box.

N ote  If the C om pose page is different from  the R ead page, you m ay need to
create separate H elp pages.



C hange the icons associated w ith your
form
1. In design m ode, click the Properties page.
2. C lick C hange L arge Icon or C hange Sm all Icon.
3. Select the icon you w ant to use.

N ote  Som etim es you m ay find that even if you specify that a custom  form
should use a specific icon, w hen you view  an item  in a folder, a standard icon is
used instead. This m ay happen in the follow ing scenarios:

You published the form  in a location that is not accessible to everyone. For
exam ple, w hen they receive a custom  e-m ail m essage form , they do not
have access to the custom  form . Therefore, M icrosoft O utlook displays the
standard icon.
The item  has becom e a one-off form . In this case, the m essage class of the
item  changes to the default m essage class for that particular type of item
and the icon reverts back to the default icon for that type of item .
You replied to or forw arded an item  in a folder and the new  item  does not
use the custom  icon. In this case, the form  action that started the new  item
did not specify a custom  m essage class. Therefore, the new  item  is a
standard form  that w ill not have a custom  icon.
You replied to or forw arded an item  in a folder. In this case, O utlook
replaces the custom  icon w ith the standard icon so that the reply or forw ard
indicator arrow s can be displayed.

The follow ing resolutions correspond to the causes listed above:

Publish the form  to a location that is accessible to everyone using the form ,
typically the O rganizational Form s Library.
R eset the m essage class of the item .
D isable the standard R eply, R eplyA ll, and Forw ard actions and create
custom  R eply, R eplyA ll, or Forw ard actions that start your custom  form
instead.
This is a design lim itation of O utlook. The forw ard or reply icons w ill
alw ays be used instead of your custom  icon.



Show  or hide fields w hen printing
and saving a form
1. In design m ode, right-click the field that you w ant, and then click

Properties on the shortcut m enu.

2. C lick the Validation page.

3. Select or clear the Include this field for Printing and Save A s check box.



H ide or show  form  pages
W hile in design m ode:

1. C lick the page that you w ant to hide or show .

2. O n the Form  m enu, click D isplay T his Page to clear or select the check
m ark.

N otes

Parentheses around a page nam e indicate the page is hidden. You cannot
show  the (Properties) or (A ctions) pages.

If you drag a field or control to a hidden page, the page autom atically
show s.

To change w hat appears on the default or first page of an item , hide the first
page, and then create a new  version on one of the custom  pages.

A t least one page m ust be visible in a form  .



R equire a value for a field or control
1. In design m ode, right-click the field or control that you w ant, and then click

Properties on the shortcut m enu.

2. C lick the Validation page.

3. Select the A  value is required for this field check box.
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A bout standard fields in M icrosoft
O utlook
M icrosoft O utlook provides standard fields for each standard item . Som e fields
are available in individual item s, and you can add and rem ove all fields from  a
table or card view  type.

The value for fields w ith the Yes/N o data type is saved as -1 or 0. The value for
fields w ith the D uration data type is saved as m inutes.



W hat do you w ant m ore inform ation about?

Standard fields in a C alendar item

Field
E dit
in

view
D ata type and m eaning

A ll D ay
Event Yes Yes/N o. If set to Yes, the D uration field is set to 24 hours

(1440 m inutes).
A ttachm ent N o Yes/N o.
B illing
Inform ation Yes Text.

C ategories Yes Text. Field used to group and find related item s. M ultiple
categories are separated by com m as.

C ontacts N o Text. N am es of contacts linked to this item . M ultiple nam es
are separated by com m as.

C onversation N o Text. Value of the Subject field in the original m essage in a
conversation.

C reated N o D ate/Tim e. D ate and tim e the C alendar item  is created.
D o N ot
A utoA rchive Yes Yes/N o. Specifies w hether to archive the C alendar item .

D uration N o
D uration. 24 hours (1440 m inutes) if the A ll D ay E vent
field is set to Yes. O therw ise, the difference betw een the
values of the E nd and Start fields. Saved as m inutes.

End Yes D ate/Tim e. End date and tim e of a C alendar item .

Im portance Yes

The follow ing settings apply.
0 Low  im portance
1 N orm al im portance
2 H igh im portance

Icon Yes Internal data type.
In Folder N o Text. N am e of the folder that contains the C alendar item .
Location Yes Text. Location of a m eeting or appointm ent.

The follow ing settings apply.
0 N one



M eeting
Status N o

1 M eeting organizer
2 Tentatively accepted
3 A ccepted
4 D eclined
5 N ot yet accepted

M essage
C lass N o Specifies the m essage class for the type of item .

M ileage Yes Text.
M odified N o D ate/Tim e. Last tim e the C alendar item  w as m odified.
N etM eeting
A utoStart Yes Yes/N o. Specifies w hether an online m eeting starts

im m ediately w hen the rem inder appears.
N etM eeting
O ffice
D ocum ent
Path

Yes Text. Specifies the path of the M icrosoft O ffice docum ent
used for online-m eeting collaboration.

N etM eeting
O rganizer E-
m ail

Yes Text. E-m ail address of the online-m eeting organizer.

N etM eeting
Server Yes Text. N am e of the N etM eeting server for the online m eeting.

N etM eeting
Type N o

The follow ing settings apply.
0 N etM eeting
1 N etShow

N etM eeting
U R L Yes Text. The U R L of the online m eeting.

N otes N o Text. Value of the text box of the appointm ent.
O nline
M eeting Yes Yes/N o.

O nline
M eeting
Type

Yes
The follow ing settings apply.
0 N etM eeting
1 N etShow

O ptional
A ttendees N o Text. N am es of optional attendees for a m eeting or

appointm ent. M ultiple nam es are separated by sem icolons.
O rganizer N o Text. N am e of the organizer of a m eeting or appointm ent.
O utlook



Internal
Version

N o For adm inistrator use only.

O utlook
Version N o Text. Version of O utlook that the C alendar item  is created

in.

R ead N o Yes/N o. Specifies w hether the C alendar item  has been
m arked as read.

R ecurrence N o

The follow ing settings apply.
0 N one
1 D aily
2 W eekly
3 M onthly
4 Yearly

R ecurrence
Pattern N o Text. C om bination of the values of the R ecurrence, Start,

and E nd fields.
R ecurrence
R ange End N o D ate/Tim e. Last date and tim e of a recurring C alendar item .

R ecurrence
R ange Start N o D ate/Tim e. First date and tim e of a recurring C alendar item .

R ecurring N o Yes/N o. Specifies w hether the C alendar item  recurs.
R em ind
B eforehand Yes N um ber. M inutes before the rem inder runs prior to a m eeting

or appointm ent.

R em inder Yes Yes/N o. If the start tim e for the m eeting or appointm ent has
already passed, the R em inder field cannot be set.

R em inder
O verride
D efault

Yes

Yes/N o. If set to Yes, the R em ind B eforehand, R em inder
Sound, and R em inder Sound File fields are used to control
the rem inder for the item . If set to N o, the options in the
R em inders O ptions dialog box (on the Tools m enu, click
O ptions, click the O ther tab, click A dvanced O ptions, and
then click R em inder O ptions) are used.

R em inder
Sound Yes Yes/N o. Specifies w hether to play the sound file as a

rem inder.
R em inder
Sound File Yes Text. Path of the sound file to be played as a rem inder.

R equired
A ttendees N o Text. N am es of required attendees for a m eeting or

appointm ent. M ultiple nam es are separated by sem icolons.

R esources N o Text. N am es of resources for a m eeting or appointm ent.



M ultiple nam es are separated by sem icolons.
R esponse
R equested Yes

Yes/N o. In a m eeting request, specifies w hether the recipient
has been asked to respond.

Sensitivity N o

The follow ing settings apply.
0 N orm al
1 Personal
2 Private
3 C onfidential

Show  Tim e
A s Yes

The follow ing settings apply.
0 Free
1 Tentative
2 B usy
3 O ut of O ffice

Size N o N um ber. N um ber of bytes used by the C alendar item .
Start Yes D ate/Tim e. Start tim e of a C alendar item .
Subject Yes Text.

Standard fields in a contact

Field
E dit
in

view
D ata type and m eaning

A ccount Yes Text.

A ddress
Selected Yes

D isplays the address text that w as entered into the
A ddress field based on the value of the A ddress
Selector field.

A ddress
Selector Yes

The follow ing settings apply. 
H om e B usiness
O ther

A nniversary Yes
D ate/Tim e. W hen the A nniversary field has a value, a
C alendar item  is attached to the contact, and the
A ttachm ent field is set to Yes.

A ssistant's
N am e Yes Text.

A ssistant's



Phone Yes Text.

A ttachm ent N o Yes/N o. Set to Yes w hen the A nniversary or B irthday
field is a non-em pty field.

B illing
Inform ation Yes Text.

B irthday Yes
D ate/Tim e. W hen the B irthday field has a value, a
C alendar item  is attached to the contact, and the
A ttachm ent field is set to Yes.

B usiness
A ddress

Yes
(C ard
view
only)

Text.

B usiness
A ddress C ity Yes Text.

B usiness
A ddress
C ountry

Yes Text.

B usiness
A ddress PO
B ox

Yes Text.

B usiness
A ddress Postal
C ode

Yes Text.

B usiness
A ddress State Yes Text.

B usiness
A ddress Street

Yes
(C ard
view
only)

Text.

B usiness Fax Yes Text.
B usiness H om e
Page Yes Text.

B usiness Phone Yes Text.
B usiness Phone
2 Yes Text.



C allback Yes Text.
C ar Phone Yes Text.

C ategories Yes Text. Field used to group and find related item s.
M ultiple categories are separated by com m as.

C hildren Yes Text.
C ity Yes Text.
C om pany Yes Text.
C om pany M ain
Phone Yes Text.

C om puter
N etw ork N am e Yes Text.

C ontacts N o Text. N am es of contacts linked to this item . M ultiple
nam es are separated by com m as.

C ountry/R egion Yes Text.
C reated N o D ate/Tim e. The date and tim e the contact is created.
C ustom er ID Yes Text.
D epartm ent Yes Text.
E-m ail N o Text.
E-m ail 2 N o Text.
E-m ail 3 N o Text.

E-m ail Selected Yes D isplays the e-m ail address that w as entered based on
the value of the E -m ail Selector field.

E-m ail Selector Yes

The follow ing settings apply.

0 E-m ail
1 E-m ail 2
2 E-m ail 3

E-m ail D isplay
A s Yes

A lternate text that represents the e-m ail address stored
in the E -m ail field. This text displays on the To line
w hen addressing a m essage or appointm ent.

E-m ail2
D isplay A s Yes

A lternate text that represents the e-m ail address stored
in the E -m ail 2 field. This text displays on the To line
w hen addressing a m essage or appointm ent.

E-m ail3 A lternate text that represents the e-m ail address stored



D isplay A s Yes in the E -m ail 3 field. This text displays on the To line
w hen addressing a m essage or appointm ent.

File A s N o Text. Value of the Full N am e field, unless m odified by
the user.

First N am e Yes Text.
Follow  U p Flag Yes Text.
FTP Site Yes Text. FTP site nam e for the contact.

Full N am e Yes

Text. Value of the Title, First, M iddle, L ast, and Suffix
fields of the item , separated by spaces. A ny changes
m ade to the Full N am e field are reflected in its
com ponent fields.

G ender Yes

The follow ing settings apply.
0 U nspecified
1 Fem ale
2 M ale

G overnm ent ID
N um ber Yes Text.

H obbies Yes Text.

H om e A ddress

Yes
(C ard
view
only)

Text.

H om e A ddress
C ity Yes Text.

H om e A ddress
C ountry Yes Text.

H om e A ddress
PO  B ox Yes Text.

H om e A ddress
Postal C ode Yes Text.

H om e A ddress
State Yes Text.

H om e A ddress
Street

Yes
(C ard
view
only)

Text.



H om e Fax Yes Text.
H om e Phone Yes Text.
H om e Phone 2 Yes Text.
Icon Yes Internal D ata Type.

IM  A ddress Yes
Instant M essaging address. (Instant M essaging is a
feature of the M icrosoft M SN  M essenger Service and
M icrosoft Exchange Instant M essaging Service.)

In Folder Yes Text. N am e of the folder that contains the contact.
Initials Yes Text.

Internet Free-
B usy A ddress Yes

Text. R efers to the reading and publishing of a calendar
user's free/busy m ap of events. The m ap is retrieved
w hen a user plans a m eeting.

ISD N Yes Text. Phone num ber for ISD N  connection.
Job Title Yes Text.

Journal Yes Yes/N o. Specifies w hether activities are autom atically
recorded in the Journal for the contact.

Language Yes Text.
Last N am e Yes Text.
Location Yes Text.

M ailing
A ddress

Yes
(C ard
view
only)

Text.

M ailing
A ddress
Indicator

Yes Yes/N o. Indicates w hether the address specified by the
A ddress Selector field is the m ailing address.

M anager‒s
N am e Yes Text.

M essage C lass Text. Specifies the m essage class for the type of item .
M iddle N am e Yes Text.
M ileage Yes Text.
M obile Phone Yes Text.
M odified N o D ate/Tim e. Last date and tim e the contact w as m odified.
N icknam e Yes Text.
N otes N o Text. Value of the text box of the contact.



O ffice Location Yes Text.
O rganizational
ID  N um ber

Yes Text.

O ther A ddress

Yes
(C ard
view
only)

Text.

O ther A ddress
C ity Yes Text.

O ther A ddress
C ountry Yes Text.

O ther A ddress
PO  B ox Yes Text.

O ther A ddress
Postal C ode Yes Text.

O ther A ddress
State Yes Text.

O ther A ddress
Street

Yes
(C ard
view
only)

Text.

O ther Fax Yes Text.
O ther Phone Yes Text.
O utlook
Internal Version N o For adm inistrator use only

O utlook
Version N o Text. Version of O utlook that the contact is created in.

Pager Yes Text.
Personal H om e
Page Yes Text.

Phone 1
Selected
(through Phone
8 Selected)

D isplays the phone num ber that w as selected in the
corresponding Phone Selector field.

Phone 1 The follow ing settings apply:



Selector
(through Phone
8 Selector)

B usiness, H om e, B usiness Fax, M obile, R adio, C ar,
O ther, and ISD N

PO  B ox Yes Text.
Prim ary Phone Yes Text.

Private Yes Yes/N o. Indicates w hether a specific contact is visible to
others w ho have access to the C ontacts folder.

Profession Yes Text.
R adio Phone Yes Text.

R ead N o Yes/N o. Specifies w hether the contact has been m arked
as read.

R eferred B y Yes Text.
R em inder Yes Yes/N o.

R em inder Tim e Yes D ate/Tim e. D ate and tim e that a rem inder is run for a
contact.

R em inder
Topic Yes Text. C aption displayed w ith rem inder flag.

Sensitivity N o

The follow ing settings apply.
0 N orm al
1 Personal
2 Private
3 C onfidential

Size N o N um ber. N um ber of bytes used by the contact.
Send Plain Text
O nly
Spouse Yes Text.
State Yes Text.

Street A ddress

Yes
(C ard
view
only)

Text.

Subject Yes Text. Value of the Full N am e field. If the Full N am e
field is em pty, the value of the File A s field is used.

Suffix Yes Text. N am e suffix, such as Jr. or Ph.D .
Telex Yes Text.



Title Yes Text. N am e title, such as M r., M s., or M rs.
TTY /TD D
Phone Yes Text. Phone num ber for TTY /TD D  connection.

U ser Field 1 ‌ 4 Yes
Text. U ser-defined fields provided for com patibility
w ith other program s.

W eb Page Yes Text.
ZIP/Postal
C ode Yes Text.

Standard fields in a distribution list

E dit in view
D ata type

and
m eaning

C ategories Yes Text. Field used to group and find related item s.
M ultiple categories are separated by com m as.

D istribution
List N am e Yes Text. The nam e of the distribution list.

Icon Yes Internal data type.

In Folder N o Text. N am e of the folder that contains the
distribution list item .

M essage
C lass N o Specifies the m essage class for the type of item .

M odified N o D ate/Tim e. Last tim e the distribution list item  w as
m odified.

O utlook
Internal
Version

N o For adm inistrator use only.

O utlook
Version N o Text. Version of O utlook that the distribution list

item  is created in.

Sensitivity N o

The follow ing settings apply.
0 N orm al
1 Personal
2 Private
3 C onfidential



Size N o N um ber. N um ber of bytes used by the distribution
list item .

Standard fields in a Journal entry

E dit in view
D ata type

and
m eaning

A ttachm ent N o Yes/N o.
B illing
Inform ation Yes Text.

C ategories Yes
Text. U ser-defined field used to group and find
related item s. M ultiple categories are separated by
com m as.

C om pany Yes Text.

C ontact N o Text. N am e of the contact the Journal entry is
recorded for.

C ontacts N o Text. N am es of contacts linked to this item . M ultiple
nam es are separated by com m as.

C reated N o D ate/Tim e. D ate and tim e the Journal entry is
created.

D o N ot
A utoA rchive Yes

Yes/N o. Specifies w hether to archive the Journal
entry.

D uration N o D uration. Saved as m inutes.

End Yes D ate/Tim e. End date and tim e set for the Journal
entry.

Entry Type N o Text. Type of entry m ade for the Journal entry.
Icon Yes Internal data type.

In Folder N o Text. N am e of the folder that contains the Journal
entry.

M essage
C lass N o Text. Specifies the m essage class for the type of item .

M ileage Yes Text.

M odified N o D ate/Tim e. Last tim e the Journal entry w as
m odified.



N otes N o Text. First 255 characters in the body of the Journal
entry.

O utlook
Internal
Version

N o For adm inistrator use only.

O utlook
Version N o Text. Version of O utlook that the Journal entry is

created in.

R ead N o Yes/N o. Specifies w hether the Journal entry has
been m arked as read.

Sensitivity N o

The follow ing settings apply.
0 N orm al
1 Personal
2 Private
3 C onfidential

Size N o N um ber. N um ber of bytes used by the Journal entry.
Start Yes D ate/Tim e. Start tim e for the Journal entry.
Subject Yes Text.

Standard fields in an e-m ail m essage

Field
E dit
in

view
D ata type and m eaning

A ttachm ent N o Yes/N o.
B C C N o Text. N am es in the B cc box of a m essage.
B illing
Inform ation Yes Text.

C ategories Yes Text. Field used to group and find related item s. M ultiple
categories are separated by com m as.

C C N o Text. N am es in the C c box of a m essage.

C ontacts N o Text. N am es of contacts linked to this item . M ultiple nam es
are separated by com m as.

C onversation N o Text. Value of the Subject field in the original m essage in a
conversation.

C reated N o D ate/Tim e. D ate and tim e the m essage is created.



D efer U ntil Yes D ate/Tim e. D ate and tim e a m essage is to be delivered. The
server delays delivery of the m essage.

D o N ot
A utoA rchive Yes Yes/N o. Specifies w hether to archive the m essage.

D ue B y Yes
D ate/Tim e. D ate and tim e the action associated w ith a
M essage Flag is set to be com pleted by. W hen a value is
entered for D ue B y, the Flag Status field is set to 2.

Expires Yes D ate/Tim e. D ate and tim e a m essage expires.

Flag Status Yes

The follow ing settings apply.
0 N orm al
1 C om pleted
2 Flagged

Follow  U p
Flag Yes Text.

From N o Text. N am es in the From  box in a m essage.
H ave
R eplies Sent
To

N o Text. N am es in the H ave replies sent to box in a m essage.

H eader
status N o Indicates the dow nload state of the m essage.

Icon Yes Internal data type.

Im portance Yes

The follow ing settings apply.
0 Low  im portance
1 N orm al im portance
2 H igh im portance

In Folder N o Text. N am e of the folder that contains the m essage.
Junk E-m ail
type Yes Internal data type.

M essage N o Text. Value of the text box in a m essage.
M essage
C lass N o Specifies the m essage class for the type of item .

M essage
Flag Yes Text. A ction associated w ith a M essage Flag. W hen a value

is entered for M essage Flag, the Flag Status field is set to 2.
M ileage Yes Text.
M odified N o D ate/Tim e. Last date and tim e the m essage w as m odified.



O utlook
Internal
Version

N o For adm inistrator use only.

O utlook
Version N o Text. Version of O utlook that the m essage is created in.

R ead N o True/False. Specifies w hether the m essage has been m arked
as read.

R eceipt
R equested N o Yes/N o. Indicates w hether m essage w as sent w ith a read or

delivery receipt requested.
R eceived N o D ate/Tim e. D ate and tim e the m essage is received.
R elevance Yes N um ber. U ser-defined significance.

R em ote
Status N o

Specifies the status of R em ote M ail header. The follow ing
settings apply.
0 N one
1 M arked
2 M arked for dow nload
3 M arked for copy

R etrieval
Tim e N o D uration. Specifies the tim e it takes to dow nload the

m essage w ith R em ote M ail. Saved as m inutes.

Sensitivity N o

The follow ing settings apply.
0 N orm al
1 Personal
2 Private
3 C onfidential

Sent N o D ate/Tim e. D ate and tim e the m essage is sent.
Size N o N um ber. N um ber of bytes used by the m essage.
Subject Yes Text.
To N o Text. N am es in the To box in a m essage.

Tracking
Status N o

Tracking status of a m essage. The follow ing settings apply.
1 D elivered
5 R ead
6 N ot R ead

Standard fields in a note

D ata type



E dit in view and
m eaning

C ategories Yes Text. Field used to group and find related item s.
M ultiple categories are separated by com m as.

C olor Yes

The follow ing settings apply.
0 B lue
1 G reen
2 Pink
3 Yellow
4 W hite

C ontent N o Text. Value of the text box of a note.
C reated N o D ate/Tim e. D ate and tim e the note is created.
D o N ot
A utoA rchive Yes Yes/N o. Specifies w hether to archive the note.

Icon Yes Internal data type.
In Folder N o Text. N am e of the folder that contains the note.
M essage
C lass N o Text. Specifies the m essage class for the type of

item .

M odified N o D ate/Tim e. Last date and tim e the note w as
m odified.

O utlook
Internal
Version

N o For adm inistrator use only.

O utlook
Version N o Text. Version of O utlook that the note is created in.

R ead N o Yes/N o. Specifies w hether the note has been
m arked as read.

Size N o N um ber. N um ber of bytes used by the note.
Subject N o Text.

Standard fields in a task

E dit in view D ata type and
m eaning

%  C om plete Yes Percent.



A ctual W ork Yes D uration. Tim e spent on a task. Saved as m inutes.

A ssigned N o

The follow ing settings apply.
0 N ot assigned
1 A ssigned by m e
2 A ssigned to m e

A ttachm ent N o Yes/N o.
B illing
Inform ation Yes Text.

C ategories Yes Text. Field used to group and find related item s.
M ultiple categories are separated by com m as.

C om pany Yes Text.

C om plete Yes Yes/N o. Specifies w hether the task is m arked as
com pleted.

C ontacts N o Text. N am es of contacts linked to this item .
M ultiple nam es are separated by com m as.

C onversation N o Text. Value of the Subject field of the original
task.

C reated N o D ate/Tim e. D ate and tim e the task is created.

D ate
C om pleted

Yes for non-
recurring tasks.
N o for
recurring tasks.

D ate/Tim e. D ate and tim e the task is com pleted. If
the D ate C om pleted field has a value, the
C om plete field is set to Yes, and the %
C om plete field is set to 100.

D o N ot
A utoA rchive Yes Yes/N o. Specifies w hether to archive the task.

D ue D ate Yes D ate/Tim e.
Icon Yes Internal data type.
In Folder N o Text. N am e of the folder that contains the task.
M essage
C lass N o Text. Specifies the m essage class of the type of

item .
M ileage Yes Text.

M odified N o D ate/Tim e. Last date and tim e the task w as
m odified.

N otes Yes Text. Value of the text box of the task.
O utlook
Internal N o For adm inistrator use only.



Version
O utlook
Version N o Text. Version of O utlook that the task is created

in.

O w ner

Yes, if task is
in a public
folder;
otherw ise, N o.

Text. O w ner of the task.

Priority Yes

The follow ing settings apply.
0 Low  priority
1 N orm al priority
2 H igh priority

R ead N o Yes/N o. Specifies w hether the task has been
m arked as read.

R ecurring N o Yes/N o. Specifies w hether the task recurs.

R em inder N o Yes/N o. Specifies w hether a rem inder has been
set for the task.

R em inder
O verride
D efault

Yes Yes/N o.

R em inder
Sound Yes Yes/N o. Specifies w hether to play the sound file

as a rem inder.
R em inder
Sound File Yes Text. Path of the sound file to be played as a

rem inder.
R em inder
Tim e Yes D ate/Tim e. D ate and tim e that a rem inder is run

for a task.

R equest
Status N o

The follow ing settings apply.
0 N o setting
1 N ot responded
2 A ccepted
3 D eclined

R equested
B y N o Text. In a task request, the person's nam e w ho

assigned the task.
R ole Yes Text.
Schedule+
Priority Yes Text.

The follow ing settings apply.



Sensitivity N o
0 N orm al
1 Personal
2 Private
3 C onfidential

Size N o N um ber. N um ber of bytes used by the task.
Start D ate Yes D ate/Tim e. Start date and tim e for the task.

Status Yes

The follow ing settings apply.
0 N ot Started
1 In Progress
2 C om pleted
3 W aiting on som eone else
4 D eferred

Subject Yes Text.
Team  Task Yes Yes/N o.
To N o The ow ner of an assigned task.

Total W ork Yes D uration. Tim e the task is expected to take. Saved
as m inutes.

Standard fields in a post

Field E dit in
view D ata type and m eaning

A ttachm ent N o Yes/N o.
B illing
Inform ation Yes Text.

C ategories Yes Text. Field used to group and find related item s. M ultiple
categories are separated by com m as.

C onversation N o Text. Value of the Subject field in the original item  in a
conversation.

C reated N o D ate/Tim e. D ate and tim e the m essage is created.

D efer U ntil Yes D ate/Tim e. D ate and tim e a m essage is to be delivered.
The server delays delivery of the m essage.

D o N ot
A utoA rchive Yes Yes/N o. Specifies w hether to archive the m essage.

Expires Yes D ate/Tim e. D ate and tim e a m essage expires.



From N o Text. N am es in the From  box in a m essage.
H eader status N o Indicates the dow nload state of the m essage.
Icon Yes Internal data type.

Im portance Yes

The follow ing settings apply.
0 Low  im portance
1 N orm al im portance
2 H igh im portance

In Folder N o Text. N am e of the folder that contains the m essage.
M essage N o Text. Value of the text box in a m essage.
M essage
C lass N o Specifies the m essage class for the type of item .

M ileage Yes Text.
M odified N o D ate/Tim e. Last date and tim e the m essage w as m odified.
O utlook
Internal
Version

N o For adm inistrator use only.

O utlook
Version N o Text. Version of O utlook that the m essage is created in.

R ead N o True/False. Specifies w hether the m essage has been
m arked as read.

R eceived N o D ate/Tim e. D ate and tim e the m essage is received.

R em ote
Status N o

Specifies the status of R em ote M ail header. The
follow ing settings apply.
0 N one
1 M arked
2 M arked for dow nload
3 M arked for copy

R etrieval
Tim e N o D uration. Specifies the tim e it takes to dow nload the

m essage w ith R em ote M ail. Saved as m inutes.

Sensitivity N o

The follow ing settings apply.
0 N orm al
1 Personal
2 Private
3 C onfidential

Sent N o D ate/Tim e. D ate and tim e the m essage is sent.
Size N o N um ber. N um ber of bytes used by the m essage.



Subject Yes Text.



C hange the value of a field
To change the value of an O utlook field, use the property nam e of the associated
standard field. For exam ple, to change the value of the Subject field, use the
follow ing code.

Item.Subject = "New Subject"

  

To change the value of a custom  field, use the follow ing code to refer to a
custom  field.

Item.UserProperties.Find("MyProperty").Value = "New Value"

  



Show  A ll



U se fields w ith controls
W hen you drag a field from  the Field C hooser, the field autom atically binds to
the appropriate control. U nless you have a special requirem ent to use a standard
control from  the C ontrol Toolbox, you should use the Field C hooser to provide
access to fields on your form s.

W hen you put a control from  the C ontrol Toolbox on a form , you m ust bind the
control to a form  if you w ant to save a value to or from  a control. In m ost cases,
you bind TextB ox, C heckB ox, L istB ox, C om boB ox, and O ptionB utton
controls to fields. O ther controls, such as L abel and Im age controls, that contain
static inform ation w ith w hich the user does not interact are generally not bound
to a field.

To bind a control to a field, right-click the control, and then click Properties on
the shortcut m enu. C lick the Value tab. C lick C hoose Field, and then click a
field or click N ew  to create a custom  field. O utlook fields are based on M A PI
properties. In this w ay, the values of fields are stored w ith the item  w hen you
save or send the item . The controls from  the C ontrol Toolbox are only the visual
containers for a field on a form  . You can set the appearance of the control using
its properties, but you cannot save a value. C ontrols only exist w hen the specific
form  appears that contains the controls. Fields can be used on any form . If you
change a field value in one place, this value changes everyw here the field is
used.

For exam ple, to change the value of a custom  field called Fax, you use the
follow ing code:

Item.UserProperties.Find("Fax").Value = "555-1234"

N ote that since this is a field, you do not need to specify the page or the control
the field is bound to. In the follow ing code exam ple, a control called txtFax is
m ade invisible. W hen you w ork w ith a control, you m ust specify the page and
the control nam e.

Item.GetInspector.ModifiedFormPages("General").("txtFax").Visible =

False



You can bind a control to a field at run tim e by using the internal property nam ed
Item Property. The follow ing exam ple binds a TextB ox to a field nam ed
B usiness A ddress.

Item.GetInspector.ModifiedFormPages("General").Textbox1.ItemProperty

= "Business Address"

N ote  If you create a control by dragging a plain text field to a form , you cannot
bind the control to a field of a different type. For exam ple, you cannot drag a
Subject field to a form  and then bind it to a field containing an Em ail type (such
as the To field).



A ctive controls and selected controls
In design m ode, all controls have an active state and a selected state. W hen a
control is active, it m eans you are w orking w ith the contents of the control; w hen
a control is selected, it m eans you are w orking w ith the control itself.

M ost controls are autom atically selected w hen you put them  on the form  . In
design m ode, sizing handles appear around the control border w hen the control
is selected. If you deselect the control, you can select it again by clicking the
control.

C licking a control that is selected puts the control in the active state. In this state,
you can directly edit the control C aption or Value property, depending on the
control.

In both the selected and the active state, you can use D EL, C TR L+X , and
C TR L+C  for the D elete, C ut, and C opy com m ands, respectively. In the selected
state, these com m ands are available on the shortcut m enu and affect the control
itself. In the active state, these com m ands affect w hatever text is selected inside
the control; if no text is selected, these com m ands have no effect. These
com m ands are not available on the shortcut m enu for active controls.



A bout custom  fields and data types
You can use custom  fields in several w ays in O utlook.

You can create new  data-entry fields for a view  or form  so users can add
their ow n custom  inform ation. For exam ple, you can create a D ate/Tim e
field nam ed "Last Talked To" in a contact folder and then add the field to a
Phone List view .

You can create new  view s by com bining the standard fields in a single
colum n. For exam ple, you can create a colum n that com bines the State and
C ountry fields in an address list to save space.

You can create a form ula field to show  inform ation in a new  w ay. For
exam ple, you can create a field that displays "Large" w hen a m essage is
m ore than 10,000 bytes and "Sm all" w hen a m essage is under the sam e
lim it.

A ny field that you create is stored in the folder in w hich you create it. To use a
field in m ore than one folder, you m ust recreate the field in each folder.

You can create and view  custom  fields in table view s and card view s. You can
create custom  fields w ith the follow ing data types in O utlook.

D ata type U se to represent

C om bination

C om binations of values of fields and text in a colum n (table) or
row  (card). You can specify w hether to show  each field or show
only the first non-em pty field. You can also com bine text w ith
fields w ithout the use of quotation m arks.

C urrency N um eric data as currency or m athem atical calculations that
involve m oney.

D ate/Tim e D ate and tim e data.

D uration N um eric data. You can enter a duration as m inutes, hours, or days.
Values are saved as m inutes.

Form ula C alculations based on standard and custom  fields. You can use any
appropriate functions and operators to com plete the form ula.



Integer N on-decim al num eric data.

K eyw ords

W hen filled in, this user-defined field is used to group and find
related item s sim ilar to the w ay the C ategories field is used in
O utlook. Text w ith m ultiple values to be separated by com m as.
Each value can be grouped individually in a view .

N um ber N um eric data or m athem atical calculations except those that
involve m oney. (For m oney, use C urrency data type.)

Percent N um eric data as a percentage.

Text Text or com binations of text and num bers, such as addresses. C an
be up to 255 characters long.

Yes/N o D ata that contains only one of tw o values, such as Yes/N o,
True/False, O n/O ff.

Each of the data types except C om bination, Form ula, and K eyw ords has a series
of standard form ats you can use to show  the values of the fields.



D ifference betw een a field and a
colum n
U sually, a colum n in a table contains the value of a single field, such as the
R eceived field. H ow ever, you can show  several fields in a colum n by using a
Form ula or C om bination field. Fields can also be show n as row s in a card view
or as controls on a form . A  colum n is just one w ay to show  the contents of a
field.



Show  A ll



C reate a sim ple field for a folder
1. Select the folder for w hich you w ant to create the field.
2. O n the V iew  m enu, point to A rrange B y, then select C urrent V iew , and

click C ustom ize C urrent V iew .
3. O n the V iew  Sum m ary dialog box, click Fields.
4. C lick N ew  Field.
5. In the N am e box, type a nam e for the field.
6. In the Type box, click the data type you w ant for the field. D o not select

C om bination or Form ula.
7. In the Form at box, select the form at you w ant for the field.
8. C lick O K .
9. To position the field betw een the other fields in the view , click M ove U p or

M ove D ow n.

10. To rem ove the field from  the view , click R em ove.



E xam ples of standard form ats for
data types
You can form at fields that you create w ith different form ats based on the data
type. The follow ing table provides a list of som e of the form ats that M icrosoft
O utlook includes.

For a com plete list of standard form ats available for a field in a view , click
A rrange B y on the V iew  m enu, then click C urrent V iew , and then click
Form at C olum ns. Select the field you w ant to form at in the Available fields
box, and then select a form at in the Form at list. If you don't find the form at you
w ant, you can create a custom  form at w ith a Form ula data type and the Form at
function.

D ata type Standard form at exam ples

C urrency $12,345.60 or ($12,345.60)
$12,346 or ($12,346)

D ate/Tim e

M onday, M arch 03, 1997 8:00 A M
3/03/97 8:00 A M
M arch 3, 1997
M on 3/3 8:00 A M
8:00 A M

D uration

12h
12 hours
12h (W ork Tim e) (see the N ote below )
12 hours (W ork Tim e) (see the N ote below )

Integer 1,234
K eyw ords Text

N um ber

A ll D igits: 1,234.567 or -1,234.567
Truncated: 1,235 or -1,235
Scientific: 1235E+03 or -1235E+03
C om puter: 64 K  or 128M B  or 1 G B

Percent
65.4321%
65.43%  or -65.43%



65%  or -65%
Text Text

Yes/N o
Yes or N o
O n or O ff
True or False

N ote  Values entered in a field of a D uration data type w ith a regular form at
assum e a 24-hour day.
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C reate a com bination field for a
folder
1. Select the folder for w hich you w ant to create the com bination field.
2. O n the V iew  m enu, point to A rrange B y, then select C urrent V iew , and

click C ustom ize C urrent V iew .
3. O n the V iew  Sum m ary dialog box, click Fields.
4. C lick N ew  Field.
5. In the N am e box, type a nam e for the field.
6. In the Type box, click C om bination.
7. C lick E dit.
8. To append each value for the fields that you w ant to use together, click

Joining fields and any text fragm ents to each other.

To show  only the first field that is not blank, click Show ing only the first
non-em pty field, ignoring subsequent ones.

9. C lick Field, point to the field set that you w ant, and then click the field that
you w ant to appear.

10. R epeat step 9 to add each field that you w ant to appear.
11. C lick O K  tw ice.
12. To position the field betw een the other fields in the view , click M ove U p or

M ove D ow n.

To rem ove the field from  the view , click R em ove.

N otes

C om bination fields appear w ith the default form at of the data type used. To
display a data type w ith a custom  form at, you m ust create a form ula field
and use the Form at function.
You cannot sort, group, or filter the contents of a com bination field.
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C reate a form ula field for a folder
1. Select the folder for w hich you w ant to create the form ula field.
2. O n the V iew  m enu, point to A rrange B y, then select C urrent V iew , and

click C ustom ize C urrent V iew .

3. In the V iew  Sum m ary dialog box, click Fields.

4. C lick N ew  Field.
5. In the N am e box, type a nam e for the field.
6. In the Type box, click Form ula.
7. C lick E dit.
8. To insert a function in the form ula, click Function, point to the function set

that you w ant, and then click the form ula that you w ant.
9. To insert a field in the form ula, select the argum ent that you w ant to

replace, click Field, point to the field set that you w ant, and then click the
field that you w ant.

10. C lick O K  tw ice.
11. To position the field betw een the other fields in the view , click M ove U p or

M ove D ow n.
12. To rem ove the field from  the view , click R em ove.

N otes

Form ula fields are updated w ith any change to a view . For exam ple, if you
change the w idth of a colum n, the form ula fields are updated.
You cannot sort, group, or filter the contents of a form ula field.
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E xam ples of Form ula and
C om bination fields

W hat you w ant to show C ustom  field R esult in custom
field

N um ber of days since the item
w as received. (Form ula field)

D ateValue (N ow ())-
D ateValue ([R eceived])
&  " D ay(s)"

6 D ay(s)

D escription of a m eeting or
appointm ent in C alendar.
(Form ula field)

"This m eeting occurs "
&  [R ecurrence Pattern]
&  " in " &  [Location]

The m eeting occurs
every day from  12:00
P.M . to 1:30 P.M . in
room  1231

A m ount to be charged for a
phone call recorded in the
Journal at .75 a m inute.
(Form ula field)

IIF ([Entry Type] =
"Phone call" , Form at
([D uration] * .75,
"C urrency"), "N one")

$1.50

D escription of a M essage Flag.
(Form ula field)

IIF ( [Flag Status] = "2",
[M essage Flag] &  " " &
[D ue B y],"")

Follow  up 3/5/97
8:00:00 A .M .

The first phone num ber
recorded for a contact, in order
of appearance in the form ula.
(C om bination field)

[B usiness Phone]
[B usiness Phone 2]
[H om e Phone] [H om e
Phone 2] [C ar Phone]

(555) 555-1234

A  description of a field
com bined w ith the field itself.
(C om bination field)

Task D ue: [D ue D ate] Task D ue: 3/5/97
8:00:00 A .M .



Show  A ll



Troubleshoot custom  fields
The custom  field I created is not visible.

C ustom  fields are stored in the folder in w hich you create them . O pen the
folder in w hich you created the custom  field to see if it is visible. You m ust
recreate a custom  field for each folder in w hich you w ant to use it.
C ustom  fields are stored in the field set called U ser-defined fields in the
Field C hooser and in the Show  Fields dialog box. To see all the custom
fields in a folder, open the folder. O n the V iew  m enu, select A rrange B y,
then select C urrent V iew , and click C ustom ize C urrent V iew . O n the
V iew  Sum m ary dialog box, click Fields. In the Select available fields
from  box, click U ser-defined fields in folder.

W hen I try to sort, group, or filter a form ula field or com bination field, I
receive an error m essage.

You cannot sort, group, or filter a form ula field or com bination field in M icrosoft
O utlook.



Set properties for controls
There are tw o types of properties for a control: O utlook properties and advanced
properties. O utlook properties are the basic properties needed to design a
control. A dvanced properties offer additional functionality.

O utlook properties are set in the Properties dialog box, and m ust be set
individually. A dvanced properties are set in the A dvanced Properties dialog
box and can be set for m ultiple controls at once.

To set properties for a control, right-click the control, and then click
Properties on the shortcut m enu. Select the options that you w ant.

To set advanced properties for controls, select the controls that you w ant,
right-click one of the controls, and then click A dvanced Properties on the
shortcut m enu. Select the options that you w ant.



C hange the nam e property of a
control
1. In design m ode, right-click the control you w ant, and then click Properties

on the shortcut m enu.

2. O n the D isplay page, type a nam e in the N am e box.

N ote  Each control should have a unique nam e.

The follow ing code exam ple uses the M odifiedForm Pages property of the
current Inspector object to set the N am e property of a C heckB ox on a page
nam ed "Test" to "Selection."

Item.GetInspector.ModifiedFormPages("Test").Checkbox1.Name =

"Selection"
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Validate user input to a field
You can require that any field, or any control that is bound to a field, have a
value. For exam ple, you can set the exact text, range of num bers, or any other
criteria for the field. You can also show  a custom  m essage (based on a validation
form ula) that tells users how  to fill in the field if their entries do not m atch the
value you w ant. For exam ple, you can lim it the num ber of characters that can be
entered in a TextB ox.



W hat do you w ant to do?

R equire a value for a field or control

C reate a validation form ula and m essage



E xam ples of validation form ulas
U se To evaluate
<50 N um bers less than fifty
>50 N um bers greater than fifty
=50 Equal to fifty
? The num ber of characters
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A bout the C ontrol Toolbox
The C ontrol Toolbox identifies the controls you can add to a Fram e or page of
a form .

You can custom ize the C ontrol Toolbox in m any w ays including the follow ing:

A dd pages to the C ontrol Toolbox.

M ove controls from  one page in the C ontrol Toolbox to another.

R enam e C ontrol Toolbox pages.

A dd other controls, including A ctiveX  controls, to the C ontrol Toolbox.

C opy m odified controls from  the form  to the C ontrol Toolbox.

For exam ple, O K  and C ancel buttons are special types of
C om m andB uttons. If you copy O K  and C ancel tem plates to the C ontrol
Toolbox, you can quickly add them  to other form s.

N ote  W hen you add a control to a form  by using the C ontrol Toolbox, the
control is not bound to a field.



A bout ToolTips and control tips
B oth ToolTips and control tips are short, descriptive phrases that appear w hen
the user holds the m ouse pointer briefly over a control or another part of the user
interface. The difference betw een ToolTips and control tips is that M icrosoft
O utlook provides ToolTips to developers at design tim e, and developers provide
control tips to end-users at run tim e.

You can custom ize ToolTips for controls and for the C ontrol Toolbox.

A  control tip is set w ith the C ontrolTipText property.



A dd a page to the C ontrol Toolbox
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. R ight-click the label of any page in the C ontrol Toolbox, and then click
N ew  Page on the shortcut m enu.



A dd custom  controls to the C ontrol
Toolbox
You can add a m odified control (based on m odifications m ade to the advanced
properties) to the C ontrol Toolbox. You can also add other custom  controls to
the C ontrol Toolbox, such as A ctiveX  controls that are not part of O utlook.

You can use a variety of custom  controls in O utlook form s, but there are som e
lim itations. A lthough O utlook supports m ost A ctiveX  properties and m ethods, it
does not support custom  event handling. The C lick event is the only event for
w hich you can w rite code. To access the m ethods of an A ctiveX  control, use
your V B A  O bject B row ser to brow se A ctiveX  control m ethods.



W hat do you w ant to do?

A dd a m odified control to the C ontrol Toolbox

A dd other custom  controls to the C ontrol Toolbox



C hange the nam e and control tip of a
page in the C ontrol Toolbox
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. R ight-click the label of the page that you w ant in the C ontrol Toolbox, and
then click R enam e on the shortcut m enu.

3. In the C aption box, type a new  nam e for the page.

4. In the C ontrol Tip Text box, type new  text for the control tip.



C hange the order of pages in the
C ontrol Toolbox
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. R ight-click the label of any page in the C ontrol Toolbox, and then click
M ove on the shortcut m enu.

3. In the Page O rder box, click the nam e of a page that you w ant to m ove.

4. C lick M ove U p or M ove D ow n.



C ustom ize an icon for a control in the
C ontrol Toolbox
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. R ight-click the icon for the control you w ant in the C ontrol Toolbox, and
then click C ustom ize control nam e on the shortcut m enu.

3. To change the ToolTip, enter text in the Tool Tip Text box.

4. To edit the icon, click E dit Picture. In the C olor box, click the color that
you w ant to use, and then click the pixel in the Picture box w here you w ant
to apply the color. C lick O K .

5. To assign a new  bitm ap, click L oad Picture. In the File nam e box, type a
nam e for the file that contains the bitm ap you w ant to use as the icon. The
bitm ap cannot be larger than an icon.



D elete a control from  the C ontrol
Toolbox
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. In the C ontrol Toolbox, right-click the control that you w ant to delete, and
then click D elete control nam e on the shortcut m enu.



D elete a page in the C ontrol Toolbox
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. R ight-click the label of the page that you w ant to delete in the C ontrol
Toolbox, and then click D elete Page on the shortcut m enu.

N ote  A ll controls on a page are deleted w hen the page is deleted.



Im port or export a C ontrol Toolbox
page
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. To im port a page, right-click the label of any page in the C ontrol Toolbox,
and then click Im port Page on the shortcut m enu.

To export a page, right-click the label of the page, and then click E xport
Page on the shortcut m enu.

3. In the File nam e box, enter the nam e of the page that you w ant to im port or
enter the nam e of the file to w hich you w ant to export a page.

N ote  Exporting a page does not rem ove it from  the C ontrol Toolbox.



M ove a control to another page in the
C ontrol Toolbox
1. If the C ontrol Toolbox is not visible, click C ontrol Toolbox  .

2. D rag a control on any page to the label of another page. H old the m ouse
pointer over the label until the page appears on top, and then drag on to the
page.

N ote  If the page to w hich you w ant to m ove a control is not visible, increase the
w idth of the C ontrol Toolbox to show  all the pages, and then drag the control to
the appropriate page.



Show  or hide the C ontrol Toolbox
In design m ode, click C ontrol Toolbox  .



A bout groups of controls
A  group is tw o or m ore controls on a form  that you can w ork w ith as a single
unit. You can include any control on the form  in a group. O nce controls belong
to a group, you can w ork w ith the entire group, or you can select a single
control.

There are m any w ays to w ork w ith groups and the controls in groups. A fter you
select a group, you can do any of the follow ing.

Size all controls in the group at the sam e tim e. 

Separate controls in the group so each is independent of the others. 

Show  the group shortcut m enu for quick access to com m ands that affect the
group. 

Select a single control w ithin the group w ithout separating controls in the
group. You can then change property settings of the selected control w ithout
affecting any other control in the group.



A dd a control to a form
U se any of the follow ing m ethods to add a control from  the C ontrol Toolbox to
your form  . You can also use these m ethods to insert a control in a Fram e,
TabStrip, or M ultiPage on the form .

C lick a control in the C ontrol Toolbox and then click in the form . The
control appears in its default size. You can then drag the border of the
control to change its size.

D rag a control from  the C ontrol Toolbox to the form . The control appears
in its default size.

D ouble-click the control in the C ontrol Toolbox, and then click in the form
once for each control you w ant to create. For exam ple, to create four
com m and buttons, double-click the C om m andB utton control in the
C ontrol Toolbox, and then click four tim es in the form .
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A lign controls
1. Select the controls that you w ant to align to part of the dom inant control.

H ow ?

2. O n the L ayout m enu, point to A lign, and then click one of the follow ing.
C lick To
L eft A lign controls to the left edge of the dom inant control.

C enter A lign the center of controls to the vertical center of the dom inant
control.

R ight A lign controls to the right edge of the dom inant control.
Top A lign controls to the top edge of the dom inant control.

M iddle A lign the center of controls to the horizontal center of the
dom inant control.

B ottom A lign controls to the bottom  edge of the dom inant control.

To
G rid

A lign the upper-left corner of controls w ith their nearest grid
point. N ote that this option is not based on the position of the
dom inant control.



A lign text in a control
This procedure is only available for the C om boB ox, L abel, and TextB ox
controls.

1. R ight-click the control you w ant, and then click A dvanced Properties on
the shortcut m enu.

2. To set the TextA lign property, click the property and enter a value in the
A pply box.
Set the TextA lign property

to To

L eft A lign the text w ith the left edge of the control

R ight A lign the text w ith the right edge of the
control

C enter C enter the text relative to the length of the
control



A llow  m ultiple lines of text in a
control
1. In design m ode, right-click the control you w ant, and then click Properties

on the shortcut m enu.

2. O n the D isplay page, select the M ulti-line check box.

The follow ing code exam ple uses the M odifiedForm Pages property of the
current Inspector object to set the m ulti-line property of a TextB ox on a
page called "Test."

Item.GetInspector.ModifiedFormPages("Test").Textbox1.MultiLine

= True
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A ssign a control tip, caption, and
accelerator key to a control
1. R ight-click the control that you w ant, and then click A dvanced Properties

on the shortcut m enu.

2. To set the property, click the property and enter a value in the A pply box.
Set the
property To assign

C ontrolTipTextThe string you w ant to use as the control tip
C aption The string you w ant to use as the caption

A ccelerator
A  single character as the value for A LT+K ey entry. If you
use a character from  the caption of the control, the
character is underlined

N ote  You can also set the value of these properties w ith code. For exam ple, to
set the caption of the L abel1 control on the M essage page, use:

Item.GetInspector.ModifiedFormPages("Message").Label1.Caption = "New Caption"
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C reate a set of O ptionB utton controls
B y default, all O ptionB utton controls in a container are part of a single option
group. This m eans that selecting one of the buttons autom atically sets all other
option buttons on the page to False.

If you w ant m ore than one option group on the page, there are tw o w ays to
create additional groups:

U se the G roupN am e property to identify related buttons. This m ethod
reduces the num ber of controls required on the form  , w hich can reduce the
hard disk space required and im prove the perform ance of the form . If you
w ant to create an option group in a TabStrip (w hich is not a container), you
m ust use the G roupN am e property.

Put related buttons in a Page, M ultiPage , or Fram e on the form .



W hat do you w ant to do?

C reate a set of O ptionB uttons using the G roupN am e property

A dd a control to a form



E nable or disable a control on a page
1. In design m ode, right-click the control you w ant, and then click Properties

on the shortcut m enu.

2. O n the D isplay page, select or clear the E nabled check box.

The follow ing code exam ple uses the M odifiedForm Pages property of the
current Inspector object to set the E nabled property of a C heckB ox on a
page nam ed "Test."

Item.GetInspector.ModifiedFormPages("Test").Checkbox1.Enabled =

False



G ive a control a 3-D  appearance
1. In design m ode, right-click the control you w ant, and then click A dvanced

Properties on the shortcut m enu.

2. C lick SpecialE ffect, and then click the option you w ant in the box above.

The follow ing code exam ple uses the M odifiedForm Pages property of the
current Inspector object to set the SpecialE ffect property of a C heckB ox
on a page nam ed "Test."

Item.GetInspector.ModifiedFormPpages("Test").Checkbox1.SpecialEffect

= 2



H ide or show  a control
1. In design m ode, right-click the control you w ant, and then click Properties

on the shortcut m enu.

2. O n the D isplay page, select or clear the V isible check box.

The follow ing code exam ple uses the M odifiedForm Pages property of the
current Inspector object to set the V isible property of a C heckB ox on a
page nam ed "Test."

Item.GetInspector.ModifiedFormPages("Test").Checkbox1.Visible =

False



M ake a control read-only
1. In design m ode, right-click the control you w ant, and then click Properties

on the shortcut m enu.

2. O n the D isplay page, select the R ead only check box.

The follow ing code exam ple uses the M odifiedForm Pages property of the
current Inspector object to m ake TextB ox1 read-only.

Item.GetInspector.ModifiedFormPages("P.2").TextBox1.ReadOnly =

True



M ove a control one unit at a tim e
1. In design m ode, right-click the control you w ant, and then click Properties

on the shortcut m enu.

2. O n the D isplay page, type a num ber in the Top and L eft boxes.



Show  the shortcut m enu for controls
and groups of controls
To show  the shortcut m enu for a R ight-click
page the caption of the appropriate page.

M ultiPage anyw here in the control, but not on the
caption of any page in the control.

G roup of controls (groups created
w ith the G roup com m and)

anyw here inside the rectangle that
surrounds the group.

tab the caption of the appropriate tab.

TabStrip anyw here in the control, but not on the
caption of any tab in the control.

A ny other control or container the control or container.

N ote  The com m ands on a shortcut m enu vary based on the object you select.
For exam ple, if you select m ultiple controls that aren't in a group, the shortcut
m enu includes the G roup com m and; the shortcut m enu for a text box does not
include this com m and.
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W ays to protect sensitive inform ation
M any applications use data that is for authorized users only. The follow ing list
suggests w ays you can protect sensitive inform ation in a form . N ote how ever,
that the fields associated w ith a form  can still be exposed in a view .

W rite code that m akes a control (and its data) invisible to unauthorized
users. To identify a particular user in code, use the follow ing code.

Application.GetNameSpace("MAPI").CurrentUser

The V isible property m akes a control visible or invisible.

W rite code that sets the control foreground and background to the sam e
color w hen unauthorized users run the application. This hides the
inform ation from  unauthorized users. The ForeC olor and B ackC olor
properties determ ine the foreground color and the background color.
D isable the control w hen unauthorized users run the application. The
E nabled property determ ines w hen a control is disabled.
R equire a passw ord to alter a form .
R equire a passw ord for access to the application or a specific control. You
can use placeholders as the user types each character. The Passw ordC har
property defines placeholder characters.
If the form  only appears in a public folder, you can set perm issions for the
folder to determ ine w ho can open the form .

N ote  U sing passw ords or any other techniques listed above can im prove the
security of your application, but these m ethods do not guarantee the prevention
of unauthorized access to your data.
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C enter controls in a form
1. Select the controls or groups of controls that you w ant to center. The

dom inant control does not affect this procedure.

H ow ?

2. O n the L ayout m enu, point to C enter in Form , and then click
H orizontally or Vertically.



R ight-align a control on a form
1. D rag a L abel control from  the C ontrol Toolbox to the left of the spot

w here you w ould like to align a control.

2. R em ove any text from  the C aption property.

3. R ight-click the label, and then click Properties on the shortcut m enu.

4. O n the D isplay page, select the R esize w ith form  check box.

5. C reate the control you w ant to align.

6. Place the control to the right of the L abel control.
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Space controls
1. Select the controls for w hich you w ant to adjust spacing.

2. O n the L ayout m enu, point to H orizontal Spacing or Vertical Spacing,
and then click one of the follow ing.
C lick To

M ake
E qual

M ake all horizontal and vertical spaces betw een controls the
sam e size. The am ount of horizontal and vertical space w ill vary
based on the area available to show  controls and the com bined
w idth of all controls.

Increase Increase the space betw een controls by one grid block.
D ecrease D ecrease the space betw een controls by one grid block.

R em ove R em ove the space betw een controls. The controls do not overlap,
but are im m ediately adjacent to each other.
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Size controls
1. Select the controls that you w ant to size to the dom inant control.

H ow ?

2. O n the L ayout m enu, point to M ake Sam e Size, and then click one of the
follow ing.
C lick To
W idth M ake all selected controls the sam e w idth as the dom inant control.
H eightM ake all selected controls the sam e height as the dom inant control.

B oth M ake all selected controls the sam e height and w idth as the
dom inant control.

N ote  To size a control to fit its contents (both its picture and any text assigned to
the C aption or Text property), select the control, and then click Size to Fit on
the L ayout m enu.



A utom atically resize controls
You can set controls to resize horizontally or vertically w hen a user changes the
size of the form . The size of the control changes in proportion to the size of the
form . For exam ple, w hen a user changes the size of a m essage, the body resizes
autom atically.

R esize a control horizontally w ith the form

R esize a control vertically w ith the form

R esize a control horizontally and vertically w ith the form
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R esize a control horizontally and
vertically w ith the form
This procedure sets an invisible property. A fter you com plete the procedure, you
should rem ove the code from  the Script Editor.

1. In design m ode, select the control, and then size it relative to the form . For
exam ple, if you w ant the control to alw ays be sam e as the height of the
form , m ake the bottom  edge of the control equal to the bottom  edge of the
form .

2. O n the Form  m enu, click V iew  C ode.

3. A dd the follow ing code to the Script Editor. R eplace "TextB ox1" w ith the
nam e of the control you w ant to resize, and replace "P. 2" w ith the nam e of
your page. A lthough this exam ple uses the W rite event, you can use any
event to run the code.

Sub Item_Write

Item.GetInspector.ModifiedFormPages("P.2").TextBox1.LayoutFlags

= 65

End Sub

4. O n the Form  m enu of the form , click R un T his Form .

5. O n the File m enu of the form , click Save.

N ote  To reset the L ayoutFlags property, right-click the control, and then click
Properties on the shortcut m enu. O n the D isplay page, if the R esize w ith form
check box is selected, clear it; if the R esize w ith form  check box is cleared,
select it and then clear it.
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R esize a control vertically w ith the
form
This procedure sets an invisible property. A fter you com plete the procedure, you
can rem ove the code from  the Script Editor.

1. In design m ode, select the control, and then size it relative to the form . For
exam ple, if you w ant the control to alw ays be the height of the form , m ake
the bottom  edge equal to the bottom  edge of the form .

2. O n the Form  m enu, click V iew  C ode.

3. A dd the follow ing code to the Script Editor. R eplace "TextB ox1" w ith the
nam e of the control you w ant to resize, and replace "P. 2" w ith the nam e of
your page. A lthough this exam ple uses the W rite event, you can use any
event to run the code.

Sub Item_Write

Item.GetInspector.ModifiedFormPages("P.2").TextBox1.LayoutFlags

= 68

End Sub

4. O n the Form  m enu of the form , click R un T his Form .

5. O n the File m enu of the form  in run m ode, click Save.

N ote  To reset the L ayoutFlags property, right-click the control, and then click
Properties on the shortcut m enu. O n the D isplay page, if the R esize w ith form
check box is selected, clear it; if the R esize w ith form  check box is cleared,
select it and then clear it.



Select m ultiple controls and the
dom inant control
You can select m ore than one control in three w ays. In addition, w hen you select
m ultiple controls, one of the controls becom es a reference for the rest and is
called the dom inant control.

Selection m ethod W hat is selected D om inant control

SH IFT+C LIC K
A ll controls in an invisible
rectangle around the
selected controls.

First control you select

C TR L+C LIC K Individual controls, one at a
tim e. Last control you select.

Select O bjects
pointer in C ontrol
Toolbox

A ll controls that fall w ithin
or touch a rectangle you
draw .

C ontrol nearest the m ouse
pointer w hen you begin
draw ing the rectangle.

Tips

O ccasionally the C TR L+C LIC K  m ethod m ay select additional controls that
are near to or adjacent to the selected controls. For m ore accuracy, use the
Select O bjects pointer m ethod.

If you C TR L+C LIC K  tw ice on a selected control, that control becom es the
dom inant control.
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U se z-order to layer controls
1. Select the controls you w ant to reposition in the z-order.
2. O n the L ayout m enu, point to O rder, and then click one of the follow ing.

C lick To m ove control
B ring to Front To the top of the z-order.
Send to B ack To the bottom  of the z-order.
B ring Forw ard U p one position in the z-order.
Send B ackw ard D ow n one position in the z-order.

N otes

You can't U ndo or R edo layering com m ands, such as Send to B ack or
B ring to Front.
If the form  includes any L istB ox, Fram e, or M ultiPage controls, these
controls autom atically m ove as close as possible to the top of the stack. For
exam ple, applying Send B ackw ard to a L istB ox, Fram e, or M ultiPage
control m oves the control below  other L istB ox, Fram e, or M ultiPage
controls, but does not m ove the control below  any other type of control in
the stack. Sim ilarly, applying B ring Forw ard to a control other than a
L istB ox, Fram e, or M ultiPage control m oves the control closer to the top
of the stack, but does not m ove the control above any L istB ox, Fram e, or
M ultiPage control in the stack.

V isually, this m eans that if a L istB ox, Fram e, or M ultiPage control and
any other M icrosoft Form s controls are in the sam e location on a form , the
L istB ox, Fram e, or M ultiPage control alw ays appears on top of the other
control(s). If a L istB ox, Fram e, or M ultiPage control is in the sam e place
as another L istB ox, Fram e, or M ultiPage control, the z-order of the
controls determ ines w hich control appears on top of the other.



Show  or hide the grid
In design m ode, click Show  G rid on the L ayout m enu.
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Set the grid size
1. In design m ode, click Set G rid Size on the Form  m enu.

2. In the H eight and W idth boxes, type the dim ensions that you w ant.

Tip

If you use the A rrange com m and (L ayout m enu) to position com m and buttons
in your application, use sm all grid settings so that you can position the com m and
buttons closer to the edge of the form .



Turn on or off sizing controls to the
grid

In design m ode, click Snap to G rid on the L ayout m enu or click the Snap
to G rid icon on the toolbar.
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C reate a group of controls
1. Select each control that you w ant to include in the group. The dom inant

control does not affect this procedure.

H ow ?

2. O n the L ayout m enu, click G roup.



Select and edit a control w ithin a
group
1. Select the group of controls.

2. Select a single control w ithin the group. The sizing handles around the
group becom e lighter, and dark sizing handles appear on the selected
control.

3. M ake the changes that you w ant to the selected control properties. A ny
change you m ake affects only the selected control.

4. W hen you're finished, click anyw here in the group, but don't click on the
selected control. The group is still selected.

5. Select another control in the group or go on to another task.



Separate controls in a group
1. Select the group of controls.

2. O n the L ayout m enu, click U ngroup.
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A ssign a control tip, caption, and
accelerator key to a page or tab
This procedure sets properties on a Page or Tab in a M ultiPage or TabStrip
control only.

1. In design m ode, select a page or tab in a M ultiPage or TabStrip control.

H ow ?

B e sure to select an individual page or tab, not the corresponding
M ultiPage or TabStrip. W hen a page or tab is selected, a rectangle appears
around its caption.

2. R ight-click the caption of the selected page or tab, and then click R enam e
on the shortcut m enu.

3. In the C ontrol Tip Text box, type the string you w ant to use as the control
tip. 

4. In the C aption box, type the string you w ant to use as the caption.

5. In the A ccelerator K ey box, type a single character. U se a character from
the caption of the control. N ote that the selected character is underlined in
the control caption.

Tip

To assign a control tip for a M ultiPage or TabStrip, use the C ontrolTipText
property. If you assign a control tip to a M ultiPage or a TabStrip, control tips
for the individual page or tab objects w ithin the M ultiPage do not appear.



C hange the order of pages in a
M ultiPage or TabStrip
This procedure sets properties on a Page or Tab only in a M ultiPage or
TabStrip control.

1. In design m ode, select any page in the M ultiPage or TabStrip control.

H ow ?

2. R ight-click the caption of the page, and then click M ove on the shortcut
m enu.

3. In the Page O rder box, click the page you w ant to m ove.

4. C lick M ove U p or M ove D ow n.

N ote  You can also change the page order by changing the Index property. The
index of the first page is 0; the index of the second page is 1, and so on.



Set tab order of controls on a page
1. In design m ode, right-click on a page in a form , but not on a control, and

then click Tab O rder on the shortcut m enu.

2. Select the nam e of a control you w ant to reposition in the tab order.

3. C lick M ove U p or M ove D ow n.

N ote  You can also set the tab order by changing the TabIndex property. The tab
index of the first control in the tab order is 0; the tab index of the second control
is 1, and so on.



Should I use a M ultiPage or a
TabStrip?
If you use a single layout for data, use a TabStrip, and then m ap each set of data
to its ow n tab. If you need several layouts for data, use a M ultiPage, and then
assign each layout to its ow n page.

U nlike a page of a M ultiPage, the client region of a TabStrip is not a separate
form  but a portion of the form  that contains the TabStrip. The border of a
TabStrip defines a region of the form  that you can associate w ith the tabs. W hen
you place a control in the client region of a TabStrip, you are adding a control to
the form  that contains the TabStrip.



C reate a list box
1. In design m ode, drag the L istB ox control from  the C ontrol Toolbox to the

form  .

2. R ight-click the list box, and then click A dvanced Properties on the
shortcut m enu.

3. To create a standard list box, set the L istStyle property to Plain. To set the
property, click the property and enter a value in the A pply box.

To create a list box w ith option buttons or check boxes, set the L istStyle
property to O ption.

4. Fill the list at design tim e or run tim e.

H ow ?

N ote  W hen the L istStyle property is set to O ption, the M ultiSelect property
determ ines w hether check boxes or option buttons appear in the list. W hen
M ultiSelect is set to Single, option buttons appear in the list. W hen M ultiSelect
is set to M ulti or E xtended, check boxes appear in the list.



A dd item s to a list
You can add item s to a list box or a com bo box at design tim e and at run tim e. To
save its contents in an item , a L istB ox and a C om boB ox control m ust be bound
to a field.



W hat do you w ant to do?

A dd item s to a list at design tim e

A dd item s to a list at run tim e
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A dd item s to a list at run tim e
In a L istB ox or C om boB ox w ith a single colum n, use the A ddItem  m ethod to
add an individual entry to the list.

In a m ulticolum n list box or com bo box, you can use the L ist and C olum n
properties to load the list from  a tw o-dim ensional array, as show n in the
follow ing steps.

1. C reate a m ulticolum n L istB ox or C om boB ox control.

2. In V B Script, create a tw o-dim ensional array that contains the item s you
w ant to put in the list.

3. Set the C olum nC ount property of the list box or com bo box to m atch the
num ber of entries in the list. To set the property, click the property and enter
a value in the A pply box.

4. D o one of the follow ing:
A ssign the array as the value of the L ist property. The contents of the
list box w ill m atch the contents of the array exactly.

A ssign the array as the value of the C olum n property. C olum n
transposes row s and colum ns, so each row  of the list box m atches the
corresponding colum n of the array.



M atch entries in a list to entries typed
by users
1. In design m ode, drag the L istB ox or C om boB ox control from  the C ontrol

Toolbox to the form  .

2. R ight-click the list box or com bo box, and then click A dvanced Properties
on the shortcut m enu.

3. To set the M atchE ntry property, click the property and enter a value in the
A pply box.

Set the
M atchE ntry
property to

To

N o m atching Provide no m atching

First letter
C om pare the m ost recently typed letter to the first letter
of each entry in the list (the first m atch in the list is
selected)

C om plete C om pare the user's entry and an exact m atch in an entry
from  the list

N otes

The m atching feature resets after 2 seconds (6 seconds in the East A sian
version). For exam ple, if you have a list of the 50 U nited States and you
type "C O " quickly, you w ill find "C olorado." B ut if you type "C O " in
longer than 2 seconds, you w ill find "O hio" because the auto-com plete
search resets betw een letters.

If you select C om plete m atching, it is a good idea to sort the list entries
alphabetically (you can use the TextC olum n property to do this). If the list
is not sorted alphabetically, m atching m ay not w ork correctly. For exam ple,
if the list includes A labam a, Louisiana, and A laska, respectively, then
"A labam a" is considered a com plete m atch if the user types "ala." In fact,
this result is not com plete because there are tw o entries in the list that could



m atch w hat the user entered. Sorting alphabetically elim inates this.



T hings you can do w ith a
m ulticolum n L istB ox or C om boB ox
To control the colum n w idths of a m ulticolum n L istB ox or C om boB ox, you can
specify the w idth, in points, for all the colum ns in the C olum nW idths property.
Specifying zero for a specific colum n hides that colum n of inform ation.

If you w ant to hide all but one colum n of a L istB ox or C om boB ox from  the
user, you can identify the colum n of inform ation to appear by using the
TextC olum n property.

Sim ilarly, you can control w hich colum n of values is used for the control w hen
the user m akes a selection by specifying the colum n num ber in the
B oundC olum n property.



A lign a picture on a control
1. R ight-click the control that has the bitm ap you w ant to align, and then click

A dvanced Properties on the shortcut m enu.

2. Set one or all of the follow ing properties. To set the property, click the
property and enter a value in the A pply box.
Set the property To

PictureA lignm ent
C enter the picture w ithin the Im age or align any corner
of the picture w ith the corresponding corner of the
Im age.

PictureSizeM ode
C lip, stretch, or zoom  the picture w ithin the Im age
(stretching can distort the picture but zoom ing does
not).

PictureTiling Show  m ultiple copies of the picture w ithin the Im age.



A ssign a picture to a control
1. R ight-click the control you w ant to assign a picture to, and then click

A dvanced Properties on the shortcut m enu.

2. Set the Picture property. To set the property, click the property and enter a
value in the A pply box.

3. In the L oad Picture dialog box, enter the nam e of the picture in the File
nam e box.

N ote  If the picture is larger than the control, O utlook scales the picture to fit the
control.



A ssign a picture to a form
1. O n the form , right-click the page you w ant to assign a picture to, and then

click A dvanced Properties on the shortcut m enu.

2. To set the property, click the property and enter a value in the A pply box.
Set the property To the value
Picture The nam e of the picture you w ant to use
PictureA lignm entTopLeft
PictureSizeM ode C lip
PictureTiling True
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C hange the appearance of a control
O utlook includes several properties you can use to define the appearance of
controls in your form : ForeC olor, B ackC olor, B ackStyle, B orderC olor,
B orderStyle, and SpecialE ffect.

ForeC olor determ ines the foreground color. The foreground color applies
to any text associated w ith the control, such as the caption or the control
contents.

B ackC olor and B ackStyle apply to the control background. The
background is the area w ithin the control boundaries, such as the area
surrounding the text in a control, but not the control border. B ackC olor
determ ines the background color . B ackStyle determ ines w hether the
background is transparent . A  transparent control background is useful if
your form  has a background picture.

For ForeC olor and B ackC olor, you can use the color schem e defined by
your system , or you can use a custom  color that you pick from  the color
palette. U sing a system  color, such as M enu Text, ensures that your form
m atches the colors and palette used by your applications. C ustom  colors do
not alw ays appear the sam e across system s and screen resolutions, but they
do offer the w idest choice of colors.

B orderC olor, B orderStyle, and SpecialE ffect apply to the control border.
You can use B orderStyle or SpecialE ffect to choose a border type. O nly
one of these tw o properties can be used at a tim e. W hen you assign a value
to one of these properties, the system  sets the other property to N one. W ith
SpecialE ffect, you can choose one of several border styles, but you can
only use system  colors for the border. B orderStyle supports only one
border style, but you can choose any color that is a valid setting for
B orderC olor. B orderC olor specifies the color of the control border and is
only valid w hen you use B orderStyle to create the border.

O utlook supports transparency, the display of w hatever is behind an object
instead of its background, in tw o areas: the background of certain controls and in
bitm aps used on certain controls.



You can show  a bitm ap on m any controls. C ertain controls support transparent
bitm aps‍  that is, bitm aps in w hich one or m ore background colors are
transparent. B itm ap transparency is not controlled by any control property; it is
controlled by the color of the low er-left pixel in the im age. O utlook does not
provide a w ay to edit a bitm ap and m ake it transparent; you m ust use a picture
editor for this purpose.

B itm aps are alw ays transparent on the follow ing controls: C heckB ox,
C om m andB utton, L abel, O ptionB utton, and ToggleB utton. In O utlook, the
follow ing do not support transparent bitm aps: the form , Fram e control, Im age
control, and M ultiPage control.

Transparent pictures som etim es have a hazy appearance. If you do not like this
appearance, show  the picture on a control that supports opaque im ages. If you
use a transparent bitm ap on a control that does not support transparent bitm aps,
the bitm ap appears correctly, but you can't see w hat's behind the bitm ap.



W hat do you w ant to do?

U se a system  color for a background or foreground

U se a custom  color for the background or foreground of a control

Set the background color of a form

M ake a control transparent



D elete a picture from  a control
1. R ight-click the control, and then click A dvanced Properties on the

shortcut m enu.

2. H ighlight the value of the Picture property (the w ord "bitm ap").

3. Press D ELETE.



Test a form  in run m ode
To sw itch betw een the design m ode and the run m ode (as it appears w hen used)
of the form  , on the Form  m enu, click R un T his Form .

N ote  You can test the form  outside the O utlook design environm ent. O pen a
new  instance of the form .

Enter inform ation in the form , send or post it, and then open the form  to m ake
sure it appears correctly. If the form  is not correct, you can m ake changes to it.
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Save and distribute a form
There are three w ays to save a form  that you have created.

Save the form  in a form s library. U se this option w hen you w ant to save a
form  to a location (library) for easy access. There are three form s libraries.

Personal Form s L ibrary   Form s saved in this library are accessible
only to you and are stored in your m ailbox. These form s are available
on the item  m enu from  the C hoose Form  com m and. U se this library
w hen you have created a form  for your ow n personal use, such as a
form  to track m ileage.
O utlook Folders   Form s saved in this library can be accessible to
everyone (in a public folder) or only to you (in a private folder). If the
form  is saved in a library on your hard disk, it is accessible to you only
w hile you are w orking in the folder. These form s are available on the
item  m enu w hile you are in the folder. U se this library w hen saving
form s to a specific folder, generally a public folder. For exam ple, in a
custom er-tracking public folder, you could have a m eeting report form
and a custom er profile form .
O rganizational Form s L ibrary   Form s saved in this library are
accessible to everyone in your organization and are stored on the
server. You m ust have w rite perm ission to save to the server. For m ore
inform ation, see your adm inistrator. These form s are available on the
item  m enu from  the C hoose Form  com m and. U se this library w hen
you w ant to m ake the form  available to everyone in your organization,
such as a form  to report vacation tim e. Saving to this library provides a
quick and easy w ay to distribute and update form s.

Save the form  in the open folder. U se this option w hen you w ant to send a
form  to others by using e-m ail or w hen you do not plan to share the form .
Save the form  as a file. U se this option w hen you w ant to w ork w ith the
form  in another program  or you w ant to save the form  as a tem plate. You do
not plan to share the form  w ith others, or you w ant to send the form  to
others by using e-m ail.



W hat do you w ant to do?

Save a form  in the open folder

Save a form  as a file

Save a form  in a form s library

Send a form  to others by using e-m ail



Save a form  w ith the item  (one-off
form s)
W hen you are creating solutions using custom  form s in M icrosoft O utlook, it is
im portant to understand how  O utlook is using your custom  form  in relation to
the item s in a folder.

For instance, if you w ant to create a custom  contact form  to replace the default
O utlook contact form , you w ould typically follow  these steps:

1. Start w ith a new , default contact item  to use as the basis for your custom
form .

2. M odify the form  to suit your needs.
3. Publish the form  to the C ontacts folder.
4. Set the form  as the default form  for the C ontacts folder by changing the

folder properties.

In this typical scenario, inform ation about the form  (the form  definition) is not
saved w ith each item . Instead, the form  is stored in the location w here it w as
published and is referenced using the M essage C lass field. This w ay, each item
only stores the data associated w ith it, and its size is relatively sm all.

H ow ever, it is possible to have O utlook store the form  definition w ithin
individual item s in a folder. These item s are called one-off item s and w ill alw ays
use the form  definition that is stored w ithin the item  instead of the published
form .

In m ost situations, the form  definition should not be stored w ithin the item . The
m ost com m on exception to this is a custom  e-m ail m essage form . If you are
using M icrosoft Exchange Server, you can publish a custom  e-m ail m essage
form  to the O rganizational Form s Library so that it w ill alw ays be available for
use by everyone w ithin the organization. In this w ay, you w ould not have to
store the form  definition w ithin the item . H ow ever, if you are not using
Exchange server, or if you are sending the form  to another organization w here
the form  is not available, you should select the Send form  definition w ith item
check box on the Properties page of the form  w hen in design m ode. This w ill



ensure that the recipient w ill be able to view  the m ail m essage w ith the custom
form .

N ote  If the recipient is still unable to view  your custom  form , be sure that you
custom ized or disabled the R ead page of the custom  e-m ail form .

If the custom  form  contains M icrosoft V isual B asic Scripting Edition
(V B Script), O utlook w ill display the m acro virus w arning unless the form  is
published in the M icrosoft Exchange Server O rganizational Form s Library.

The follow ing scenarios com m only result in item s becom ing one-off item s.

You have a folder-based solution w hereby the form  is published in the
folder and the item s are using the published form . You open an existing
item  in a folder, m ake changes to the form  in design m ode, and then save
the item .

B ecause the form  definition has changed and the form  w as not republished,
O utlook w ill save the new  form  definition w ith the item . If you w ant to
change the form  for all of the item s in the folder, instead of opening an
existing item , follow  these steps:

1. O pen a new  item  based on your custom  form .
2. M ake form  design changes to that item .
3. R epublish the form  w ith the sam e nam e.
4. C lose and do not save changes to the item .

A ll of the item s in the folder w ill now  use the updated custom  form  the next
tim e the item s are opened, because the m essage class of the item s still refers
to the published form .

V B Script code in the custom  form  changed the form  definition of the item .

If V B Script code w ithin an item  program m atically changes the form , in
m any cases this w ill result in the form  definition being saved w ith the item .
The follow ing O utlook object m odel m ethods m ost com m only cause this
behavior:

U serProperties .A dd
M ethods and properties of the Form D escription object.



Som e m ethods or properties of controls, such as E nabled.
M ethods and properties of the A ctions collection object.

A lthough solutions and situations vary greatly, there are som e signs you should
be aw are of that can indicate that an item  has becom e a one-off item .

V B Script code in the form  does not run, or a m acro virus w arning
unexpectedly appears, indicating that the item  itself, and not just a
published form , contains V B Script code.
The size of an item  increases unexpectedly.
A n item ‒s icon changes unexpectedly.
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U sing V isual B asic w ith O utlook
You can use V isual B asic to custom ize and extend M icrosoft O utlook. O utlook
allow s you to control O utlook by using V isual B asic, V isual B asic for
A pplications and V B Script. W hich you use depends on w hat you w ant your
program  to do.

V isual B asic is a full-featured program m ing language you can use to create
stand-alone applications or dynam ic-link libraries (D LLs) that extend other
applications. V isual B asic for A pplications is a subset of V isual B asic that is run
w ithin an application to extend its capabilities. V B Script is a sim plified version
of V isual B asic for A pplications and is run w ithin an O utlook item . In all cases,
these program m ing languages control O utlook through its object m odel.

Learn about the O utlook object m odel.

If you w ant to create a separate application that accesses data stored by O utlook
and uses O utlook to send and receive m essages, use V isual B asic to create the
application (you can also use other program m ing languages, such as C ++, to
control O utlook through its object m odel). You can also use V isual B asic to
create a D LL that can extend O utlook as a C O M  add-in.

You use V isual B asic for A pplications in one of tw o w ays: You can use V isual
B asic for A pplications in other applications (such as M icrosoft Excel or
M icrosoft W ord) to autom ate O utlook, or you can use V isual B asic for
A pplications w ithin O utlook to control O utlook. If you expect your users to be
using another application m ost of the tim e, and you w ant to give them  the ability
to send a m essage using O utlook or to access inform ation stored by O utlook,
w rite V isual B asic for A pplications program s in that application that control
O utlook through the O utlook object m odel. If, on the other hand, you w ant to
w rite V isual B asic code that custom izes how  O utlook w orks (like a m acro), use
V isual B asic for A pplications w ithin O utlook.

You can extend the functionality of O utlook form s by using V B Script. V B Script
program s are stored w ithin a form . B ecause the program  code is contained
w ithin the form , it can be sent w ith an item  to another user. A n im portant
consideration in choosing w hich kind of the V isual B asic program m ing language



you w ill use is the type of events you w ant your program  to respond to. B ecause
V B Script code is associated w ith a particular item , code that responds to events
in specific item s (such as w hen a particular item  is opened or a value in a field is
changed) is easiest to w rite using V B Script. If, on the other hand, you w ant your
program  to respond to events that occur in the application, in W indow s Explorer,
in folders, or in all item s, then you should w rite your program  using V isual B asic
or V isual B asic for A pplications.

C ode w ritten for V isual B asic or V isual B asic for A pplications often does not
w ork in V B Script w ithout m odification. For exam ple, you m ust replace all built-
in constants w ritten in V isual B asic for A pplications w ith the literal num eric
values of those constants in V B Script. A nd V B Script uses only the Variant data
type.

Learn about constants and variables in V B Script.

In O utlook V isual B asic for A pplications and V B Script, w hen you reference the
A pplication object to use C reateO bject or G etO bject, you sim ply use
A pplication. For exam ple, the follow ing code displays the Tasks folder:

Set olMAPI = Application.GetNameSpace("MAPI")

olMAPI.GetDefaultFolder(13).Display

  

In V isual B asic or V isual B asic for A pplications in other applications, you m ust
explicitly create the A pplication object:

Set myOlApp = CreateObject("Outlook.Application")

Set olMAPI = myOlApp.GetNameSpace("MAPI")

olMAPI.GetDefaultFolder(olFolderTasks).Display

  



A bout using V B Script in O utlook
M icrosoft V B Script is a pow erful scripting language based on M icrosoft V isual
B asic that enables you to control objects, folders, form s, item s, and controls
w ithin a form . For exam ple, you can change properties and values of controls on
a page, m odify the default M icrosoft O utlook item  events, and even create
autom ated procedures, such as m ailing a notice to all the contacts in a C ontacts
folder.

You add V B Script code to an O utlook form  to respond to C lick events that are
fired by controls on the form , or to respond to events fired by the item s that have
the sam e m essage class as the form . V B Script m akes it especially easy to
respond to item  events because the V B Script code executes in the context of the
item , so you don‒t have to set an object variable to point to the item . In addition,
V B Script code is com pact and can be contained w ithin a form  sent to other
users.

W ith V B Script, you have full access to the M icrosoft O utlook object m odel,
except for tw o areas: V B Script code cannot respond to events other than item
and form  events, and you cannot use nam ed constants defined in the O utlook
object type library.

You can also use V isual B asic for A pplications in O utlook to respond to O utlook
events and to create m acros that autom ate procedures. U nlike V B Script code,
how ever, V isual B asic for A pplications code cannot be contained in a form  and
so cannot accom pany an item  that is sent to other users.

For m ore inform ation about using V B Script, see C reate custom  form s by using
V B Script.
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H ow  can I prevent the V B Script code
from  running?
To prevent any V B Script code from  running, hold dow n the SH IFT key. For
exam ple, hold dow n SH IFT w hile you open an item  to prevent the V B Script
code for the O pen event from  running.



Variants supported in V B Script
M icrosoft V B Script in O utlook uses only the Variant data type.

A  Variant is a special kind of data type that can contain different kinds of
inform ation, depending on how  it's used. B ecause Variant is the only data type
in V B Script, it's also the data type returned by all functions in V B Script.

A t its sim plest, a Variant can contain either num eric or string inform ation. A
Variant behaves as a num ber w hen you use it in a num eric context and as a
string w hen you use it in a string context. That is, if you're w orking w ith data
that looks like num bers, V B Script assum es that it is num bers and does the thing
that is m ost appropriate for num bers. Sim ilarly, if you're w orking w ith data that
can only be string data, V B Script treats it as string data. O f course, you can
alw ays m ake num bers behave as strings by enclosing them  in quotation m arks ("
").
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U sing the Script E ditor
The M icrosoft Script Editor allow s you to add V B Script procedures that respond
to events generated by item s or form  controls.

To open the Script E ditor

1. O pen an item  of the type to w hich you w ant to add code.
2. O n the Tools m enu, point to Form s and then click D esign T his Form .
3. O n the Form  m enu, click V iew  C ode.

The Script Editor m akes it easy to insert the tem plate for an item  event handler.

To insert a blank item  event handler

1. O n the Script m enu, click E vent H andler.
2. Select the event you w ant to respond to, and then click O K .

The Script Editor can m ove the insertion point to a specific line of code. This
m akes it easy to debug the script w hen M icrosoft O utlook reports an error at a
specific location.

To m ove to a specific line

1. O n the E dit m enu, click G o To.
2. In the L ine N um ber box, type in the num ber of the line of code to w hich

you w ant to go.

Learn about the Script D ebugger.

Learn about the O utlook object brow ser.
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A bout the O utlook object brow ser
The M icrosoft O utlook object brow ser displays the classes, properties, m ethods,
and events available from  the O utlook object library. The object brow ser lets you
view  and insert these objects into the Script Editor and obtain inform ation about
the syntax for using the object.

Learn about view ing and using the object brow ser.
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A bout the O utlook script debugger
The M icrosoft Script D ebugger provides you w ith a com prehensive debugging
environm ent for testing and correcting errors in the V B Script code that you
created for your M icrosoft O utlook form s. The Script D ebugger is a shared
com ponent that can also be used to track dow n errors in any M icrosoft A ctiveX -
enabled scripting language and to debug Java applets, beans, and A ctiveX
com ponents.

The M icrosoft Script D ebugger lets you debug both client scripts and server
scripts.

The M icrosoft Script D ebugger w orks the w ay m any debuggers do, by allow ing
you to:

V iew  the source code of the script that you are debugging.
C ontrol the pace of the script execution.
V iew  and change variable and property values.
V iew  and control script flow .

The script debugger is only available in O utlook at run tim e.

Learn about using the Script D ebugger in O utlook.



C om m on things you can do w ith
V B Script
The follow ing are com m on things you can do w ith V B Script in an O utlook
Form .



W hat do you w ant to do?

C reate an O utlook item

A dd a C lick event for a control

A dd an O utlook event

R eference the active user

C hange the value of a field

R eference a folder

U se properties from  the M icrosoft Exchange Server global address list

Put a list of fields and values in the m essage body
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C reate custom  form s by using
V B Script
M icrosoft V B Script is a subset of V isual B asic for A pplications. You can use
V B Script to create procedures that control M icrosoft O utlook folders, objects,
item s, and properties. V B Script in O utlook requires a special object syntax that
has som e differences from  referencing objects in V isual B asic for A pplications.

Learn about the O utlook object m odel.

You can choose the O utlook item  on w hich to base your custom  form .

You can extend O utlook form s by using custom  controls from  the C ontrol
Toolbox. O utlook form s can use m ost of the properties and m ethods that com e
w ith the controls. Since controls cannot store values, to store the value you need
to bind the control to an O utlook field.

The O utlook object brow ser displays the classes, properties, m ethods, events,
and constants available from  the O utlook object library. The object brow ser lets
you view  and use objects in the M icrosoft Script Editor and obtain inform ation
about the syntax for using the object.

Learn about view ing and using the object brow ser.

The M icrosoft Script D ebugger provides you w ith a com prehensive debugging
environm ent for testing and correcting errors in the V B Script code for your
form s.

Learn about the Script D ebugger.



Set global variables for a form
A  global variable is available to any procedure in a form  w hile the script is
running. To set a global variable, assign the value to the variables before any
procedures.
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R eferencing controls on an O utlook
form
If you need to refer to a control on an O utlook form  w ithin a procedure, you
m ust also reference the inspector, page, and controls collection that contains the
control, even if you are referencing the control w ith its ow n event procedure.
The follow ing exam ple show s how  to change the caption of a com m and button
w hen it‒s clicked. To test this exam ple, in design m ode create a com m and button
w ith the default nam e C om m andB utton1 on the page P.2.

Sub CommandButton1_Click

    Set myButton = Item.GetInspector.ModifiedFormPages("P.2")_

       .Controls("CommandButton1")

    myButton.Caption = "New Caption"

End Sub

  



Form  E vents
Form  events occur w hen som ething happens to an item  displayed in a form , such
as w hen it's saved or opened or w hen a user-defined action is started.

M ost often, form  events are handled by V B Script code w ithin the form  itself.

Som e events can be cancelled. That is, your event handler can prevent M icrosoft
O utlook from  perform ing the default action associated w ith the event. For
exam ple, you can w rite an event handler for the Forw ard event to prevent an
item  from  being sent to recipients w ho are not on a list of approved recipients.
Learn about canceling an event.

The follow ing table lists the form  events supported by O utlook.

E vent C ancelable? D escription

A ttachm entA dd N o O ccurs w hen an attachm ent has been
added to the item

A ttachm entR ead N o O ccurs w hen an attachm ent has been
opened for reading

B eforeA ttachm entSave Yes O ccurs before an attachm ent is saved

B eforeC heckN am es Yes
O ccurs before O utlook starts resolving
nam es in the recipients collection of the
item

C lose Yes O ccurs before O utlook closes the
inspector displaying the item

C ustom A ction Yes O ccurs before O utlook executes a
custom  action of an item

C ustom PropertyC hange N o O ccurs w hen a custom  item  property
has changed

Forw ard Yes O ccurs before O utlook executes the
Forw ard action of an item

O pen Yes O ccurs before O utlook opens an
inspector to display the item

PropertyC hange N o O ccurs w hen an item  property has



changed

R ead N o O ccurs w hen an item  is opened for
editing by a user

R eply Yes O ccurs before O utlook executes the
R eply action of an item

R eplyA ll Yes O ccurs before O utlook executes the
R eply to A ll action of an item

Send Yes O ccurs before O utlook sends the item

W rite Yes O ccurs before O utlook saves the item
in a folder



C ontrol E vents
O utlook form  controls support only one event, the C lick event.

A  control bound to a field does not fire the C lick event. You m ust handle the
appropriate field event to detect a user‒s interaction w ith a control bound to a
field.

The follow ing controls fire the C lick event w henever a user clicks anyw here in
the control.

C heckB ox

C om m andB utton

Fram e

Im age

L abel

O ptionB utton

ToggleB utton

The follow ing controls fire the C lick event w hen the user selects an item  in the
list.

C om boB ox

L istB ox

The follow ing controls do not support the C lick event.

M ultiPage

ScrollB ar



SpinB utton

TabStrip

TextB ox

W hile the M ultiPage control itself does not support the C lick event, an
individual Page on a M ultiPage control w ill fire the C lick event if the user
clicks inside the client area of the page, but not if the user clicks the tab
associated w ith the page.

To detect a change in a TextB ox control, bind the control to a field and then
handle the appropriate field event.



Field E vents
M icrosoft O utlook provides tw o events to notify your program  that a field
(property) in an item  has changed. The PropertyC hange event is fired w henever
a standard O utlook field in an item  has changed. O utlook fires the
C ustom PropertyC hange event w henever a user-defined field changes.

A  control that is bound to a field does not fire the C lick event, w hether the
control w as selected from  the C ontrol Toolbox and subsequently bound to a
field, or w as selected from  the Field C hooser. C onsequently, you m ust use the
PropertyC hange or C ustom PropertyC hange event to detect user interaction
w ith a bound control.



A dd an O utlook event
1. O pen the Script Editor.

H ow ?

2. O n the Script m enu, click E vent H andler.
3. In the Insert E vents H andler box, click the event that you w ant to use, and

then click A dd.



C anceling an event
M icrosoft O utlook calls event handlers in your program  to allow  your program
to respond to such events as actions that the user takes or changes in the m essage
store. Each event is accom panied by a default action that O utlook perform s as a
result of the event. For exam ple, w hen the O pen event occurs for an item , by
default O utlook displays the item  in an inspector w indow .

Som e events only notify your program  that a particular event has occurred. For
these events, your event handler sim ply responds to the event. W ith other events,
O utlook allow s your event handler to cancel the event, that is, to instruct
O utlook not to perform  the default action associated w ith the event. In the case
of the O pen event, for exam ple, your program  can prevent O utlook from
displaying the item  in an inspector. If an event can be cancelled, the reference
topic describing the event indicates how  to cancel the event.

If an event can be cancelled, an event handler w ritten in M icrosoft V isual B asic
or M icrosoft V isual B asic for A pplications receives a param eter that it sets
before returning to indicate w hether the event should be cancelled. For exam ple,
an event handler for the O pen event w ritten in V isual B asic for A pplications
m ight look like this. This exam ple assum es that the value of O penO K  is set
elsew here.

Sub myItem_Open(byRef Cancel as Boolean)

    If OpenOK Then

        Cancel = False ' Outlook performs default action

    Else

        Cancel = True  ' Outlook does not perform default action

    EndIf

End Sub

  

B ecause of lim itations in V B Script, how ever, this syntax cannot be used. A n
event handler for the O pen event in the script of an item  m ust be w ritten as a
function. To cancel the event, the value of the function is set to False before
returning, as in the follow ing exam ple.

Function Item_Open()

    If OpenOK Then



        Item_Open = True  ' Outlook performs default action

    Else

        Item_Open = False ' Outlook does not perform default action

    End If

End Function
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Test tips for using V B Script in
O utlook
There are several w ays to test code in O utlook. If there is a syntax error in the
code, w hen you run the form , an error m essage appears w ith the line num ber of
the code. You can then go to the specific line of code. You can also use the Script
D ebugger and other m ethods to isolate run-tim e errors.



W hat do you w ant to do?

G o to a line of code

U se the Script D ebugger

U se m essage boxes to return values

Set global variables for a form

U se the PropertyC hange event to test procedures



A bout the object environm ent
There are tw o w ays to w rite code for O utlook:

From  outside the application, such as by using M icrosoft V isual B asic or
M icrosoft V isual B asic for A pplications in M icrosoft Excel or another
application.
From  inside the application, such as by using V isual B asic for A pplications
or by using V B Script w ith an O utlook form .

Learn m ore about the differences betw een using V isual B asic for A pplications
and V B Script



T he m ajor com ponents of the O utlook object m odel
are:

A pplication

The top of the object hierarchy that represents the entire application. Enables you to reference other objects in
the application and create item s and objects. For exam ple, this code creates an appointm ent in O utlook V isual
B asic for A pplications or V B Script:

Application.CreateItem(1).Display

     

N am eSpace

R epresents the M A PI m essage store w here all the O utlook item s are stored. Provides m ethods for logging on
and off O utlook and for referencing the default folders such as M ailbox, Inbox, C ontacts, and others. For
exam ple, this code references the active user in O utlook V isual B asic for A pplications or V B Script:

Application.GetNameSpace("MAPI").CurrentUser

     

E xplorer

R epresents the O utlook w indow . Enables you to show , return, and close the active w indow . For exam ple, this
code show s the active O utlook w indow  in O utlook V isual B asic for A pplications or V B Script:

Application.ActiveExplorer.Display

     

Folders

There are tw o folder objects, the Folders collection object that enables you to w ork w ith collections of folders
and the M A PIFolder object that enables you to w ork w ith a single folder. For exam ple, this code show s the
collection of folders nam ed Personal Folders in O utlook V isual B asic for A pplications or V B Script:

Application.GetNameSpace("MAPI").Folders("Personal Folders")

     

O utlook item s

There are tw o item  objects, the Item s collection object that enables you to w ork w ith item s w ithin a folder and
the item  objects that represents the standard item  types in O utlook, such as 
m essage. In V B Script, the active item  is assum ed, so you do not need to enter the object m odel to reference it.
For exam ple, this code sets the Subject field of the active m essage in V B Script:

Item.Subject = "New Subject"

     

Inspector

R eferences form s. U se to show  form s and pages. For exam ple, this code show s the 
O utlook V isual B asic for A pplications or V B Script:



Application.ActiveInspector.SetCurrentFormPage("Options")

     

A ddressE ntry Each A ddressE ntry object in the A ddressE ntries collection holds inform ation that represents a person or
process to w hich the m essaging system  can deliver m essages.

A ddressL ist The A ddressL ist object is an address book that contains a set of A ddressE ntry
available through the parent A ddressL ists collection.

E xception
The E xception object holds inform ation about one instance of an 
exception to a recurring series. U nlike m ost of the other O utlook objects, the 
object.

C ontrol

There are tw o control objects, the C ontrols collection object that enables you to w ork w ith all the controls on a
page and the specific control object that enables you to w ork w ith a control. For exam ple, this code sets the
C aption of a C om m andB utton control nam ed "C om m andB utton1" on a page nam ed "Test" in V B Script:

Item.GetInspector.ModifiedFormPages("Test").Controls("CommandButton1").Caption = "New Caption"
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U se the O utlook O bject B row ser
The O utlook object brow ser displays the classes, properties, m ethods, events,
and constants available from  the O utlook object library. The object brow ser lets
you view  and use objects in the Script Editor and obtain inform ation about the
syntax for using the object.
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H ow  to use the O utlook object
brow ser
To view  the O utlook object brow ser:

1 O pen a form  in design m ode.

2 In the Form  m enu, click V iew  C ode to view  the Script Editor.

3 In the Script Editor, click O bject B row ser on the Script m enu or press F2.

A ll of the available O utlook objects are listed in the C lasses pane of the object
brow ser in alphabetical order.

To view  the m em bers of an object, select the object in the C lasses pane. The
m em bers of this object appear in alphabetical order in the M em bers of pane.
The heading at the top of this pane w ill reflect the nam e of the object that you
select. For exam ple, if you select the A ppointm entItem  object in the C lasses
pane, the heading of the M em bers of pane w ill appear as M em bers of
A ppointm entItem .

The details pane show s the definition of the selected m em ber. This text is read-
only and cannot be copied and pasted into the Script Editor.

To insert an item  from  the object brow ser into the Script E ditor:

1 In the Script Editor, position your cursor at the location for insertion.

2 Select the desired object in the C lasses pane.

3 Select the desired m em ber of this object in the M em bers of pane.

4 C lick the Insert button.

N ote  The Insert button rem ains unavailable until a m em ber of the object is
selected.
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H ow  to use the O utlook script
debugger
To use the script debugger, open a form  in design m ode.

To add V B Script to the form , on the Form  m enu, click on V iew  C ode. In the
Script Editor w indow , add the necessary V B Script for your form .

O n the Form  m enu, click R un T his Form .

W hile your form  is in run m ode, on the Tools m enu, select Form s and click
Script D ebugger.

You can also use the Stop statem ent in code to launch the debugger.

N ote  If there is no V B Script for this form , the Script D ebugger m enu item  w ill
be unavailable.

The V B Script for this form  w ill appear in a read-only w indow . You cannot
change text in this w indow .

O n the H elp m enu of the M icrosoft Script D ebugger, select H elp Topics for m ore
detailed inform ation about:

D ebugging scripts
V iew ing source code
C ontrolling program  execution
V iew ing and changing values
V iew ing and controlling program  flow



C onstants and variables in V B Script
In V B Script, constants m ust be referenced by their num eric values. The constant
string does not w ork and returns a value of 0, w hich gives unpredictable results.

There are tw o types of variables. Procedure-level variables that are used only
w ithin a procedure and script-level variables that are available to all the
procedures w ithin your script. D eclare script-level variables at the top of your
script. D eclare procedure-level variables inside procedures. You can use
procedure-level variables w ith the sam e nam e in different procedures because
each variable is recognized only by the procedure in w hich it's declared. W hen
the procedure exits, the variable ends. Variables that refer to O utlook objects can
be either procedure-level or script-level variables. H ow ever, the value of the
variable m ust be set w ithin a procedure. D o not attem pt to access O utlook
objects outside of a procedure.



R ules about variables:

M ust begin w ith an alphanum eric character.
C annot contain an em bedded period.
C annot exceed 255 characters.
C annot use m ore than 127 procedure-level variables (arrays count as a
single variable).
C annot use m ore than 127 script-level variables.



R eferencing fields
W hen you need to access the fields in an item , the m ethod you use depends on
w hether the field is a standard, built-in M icrosoft O utlook field, or a custom
field.

In either case, you do not access the field directly. Instead, you refer to the field
as a property of the item  you‒ re w orking w ith.

For exam ple, to retrieve the text from  the Subject field of a m ail m essage, you
use the Subject property of the item , as show n in the follow ing V B Script
exam ple.

mySubject = Item.Subject

  

If the field is a custom  (user-defined) field, you access it using the
U serProperties property of the item , as show n in the follow ing V B Script
exam ple. This exam ple assum es that the item  already contains a custom  field
nam ed R eferredB y.

MyReferral = Item.UserProperties("ReferredBy")

  



R eference a folder
To reference a folder by the nam e of the folder, use the follow ing code.

Application.GetNameSpace("MAPI").Folders("Personal Folders").Folders("Product Ideas")

  

To reference a folder by a num ber, use the follow ing code. In this exam ple, the
first folder in the folder collection Personal Folders is referenced.

Application.GetNameSpace("MAPI").Folders("Personal Folders").Folders(1)

  

To reference any of the default O utlook folders, use the G etD efaultFolder
m ethod. U se the value from  the table below  to specify the folder you w ant to
create.

Application.GetNameSpace("MAPI").GetDefaultFolder(6)

  

D efault folder H as the value
D eleted Item s 3
O utbox 4
Sent Item s 5
Inbox 6
C alendar 9
C ontacts 10
Journal 11
N otes 12
Tasks 13



C reating a new  item
To create a new  item , use the C reateItem  m ethod of the A pplication object.
This m ethod returns an object that you can then use to w ork w ith the item .

The follow ing M icrosoft V isual B asic for A pplications exam ple show s how  to
create a m ail m essage, add text to its subject and body, and display it. To use this
sam ple, create a com m and button nam ed C om m and1 on a form .

Private Sub Command1_Click()

    Dim myOLApp As New Outlook.Application

    Dim myOLItem As Outlook.MailItem

    Set myOLItem = myOLApp.CreateItem(olMailItem)

    With myOLItem

        .Subject = "Sample item"

        .Body = "This is a sample message."

    End With

    myOLItem.Display

End Sub

  

The follow ing exam ple show s how  to perform  the sam e task using V B Script in a
form .

Sub CommandButton1_Click()

    Set myOLItem = Application.CreateItem(0)

    myOLItem.Subject = "Sample item"

    myOLItem.Body = "This is a sample message."

    myOLItem.Display

End Sub
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C reate an O utlook item
This procedure uses the C lick event to call C reateItem  to create and show  an
appointm ent w hen a user clicks C om m andB utton1.

In design m ode:

1. U sing the C ontrol Toolbox, place a C om m andB utton on your form .
2. O pen the Script Editor.

H ow ?

3. Enter the follow ing code, using the value from  the table below  to specify
the type of item  that you w ant to create.

Sub CommandButton1_Click

    Application.CreateItem(1).Display

End Sub

    

Type of item H as the value
M ailItem 0
A ppointm entItem 1
C ontactItem 2
TaskItem 3
JournalItem 4
N oteItem    5
PostItem 6
D istL istItem 7



R eferencing existing item s in a folder
There are a num ber of w ays you can reference existing item s in a folder using
M icrosoft V isual B asic. This topic provides inform ation about:

U sing a For “  N ext or For E ach “  N ext loop
U sing the Item s collection
U sing the Find m ethod
U sing the R estrict m ethod

U sing a For“ N ext or For E ach...N ext L oop

Typically these statem ents are used to loop through all of the item s in a folder.
The Item s collection contains all the item s in a particular folder, and you can
specify w hich item  to reference by using an index w ith the Item s collection.
This is typically used w ith the For I = 1 to n program m ing construct.

You can use For Each...Next to loop through the item s in the collection
w ithout specifying an index. B oth approaches achieve the sam e result.

The follow ing exam ples use For‎Next to loop through all the contacts in the
C ontacts folder and display the Full N am e field in a dialog box.

' Visual Basic/Visual Basic for Applications code example.

Set ol = New Outlook.Application

Set olns = ol.GetNameSpace("MAPI")

' Set MyFolder to the default contacts folder.

Set MyFolder = olns.GetDefaultFolder(olFolderContacts)

' Get the number of items in the folder.

NumItems = MyFolder.Items.Count

' Set MyItem to the collection of items in the folder.

Set myItems = myFolder.Items.Restrict("[MessageClass] = 'IPM.Contact'")

' Loop through all of the items in the folder.

For I = 1 to NumItems

   MsgBox MyItems(I).FullName

Next

' VBScript code example.

Set olns = Item.Application.GetNameSpace("MAPI")

' Set MyFolder to the default contacts folder.

Set MyFolder = olns.GetDefaultFolder(10)



' Get the number of items in the folder.

NumItems = MyFolder.Items.Count

' Set MyItem to the collection of items in the folder.

Set myItems = myFolder.Items.Restrict("[MessageClass] = 'IPM.Contact'")

' Loop through all of the items in the folder.

For I = 1 to NumItems

   MsgBox MyItems(I).FullName

Next

  

The follow ing exam ples use For Each...Next to achieve the sam e result as the
preceding exam ples:

' Visual Basic/Visual Basic for Applications code example.

Set ol = New Outlook.Application

Set olns = ol.GetNameSpace("MAPI")

' Set MyFolder to the default contacts folder.

Set MyFolder = olns.GetDefaultFolder(olFolderContacts)

' Set MyItems to the collection of items in the folder.

Set myItems = myFolder.Items.Restrict("[MessageClass] = 'IPM.Contact'")

For Each SpecificItem in MyItems

   MsgBox SpecificItem.FullName

Next

  

' VBScript code example.

Set olns = Item.Application.GetNameSpace("MAPI")

' Set MyFolder to the default contacts folder.

Set MyFolder = olns.GetDefaultFolder(10)

' Set MyItem to the collection of items in the folder.

Set myItems = myFolder.Items.Restrict("[MessageClass] = 'IPM.Contact'")

For Each SpecificItem in MyItems

   MsgBox SpecificItem.FullName

Next

  

U sing the Item s C ollection

You can also use the Item s collection and specify a text string that m atches the
Subject field of an item . The follow ing exam ples display an item  in the Inbox
w hose subject contains "Please help on Friday!"

' Visual Basic/Visual Basic for Applications code example.

Set ol = New Outlook.Application

Set olns = ol.GetNameSpace("MAPI")

' Set MyFolder to the default Inbox.

Set MyFolder = olns.GetDefaultFolder(olFolderInbox)



Set MyItem = MyFolder.Items("Please help on Friday!")

MyItem.Display

' VBScript code example.

Set olns = Item.Application.GetNameSpace("MAPI")

' Set MyFolder to the default Inbox.

Set MyFolder = olns.GetDefaultFolder(6)

Set MyItem = MyFolder.Items("Please help on Friday!")

MyItem.Display

  

U sing the Find M ethod

U se the Find m ethod to search for an item  in a folder based on the value of one
of its fields. If the search is successful, you can then use the FindN ext m ethod to
check for additional item s that m eet the sam e search criteria.

The follow ing exam ples search to see if you have any high priority tasks.

' Visual Basic/Visual Basic for Applications code example.

Set ol = New Outlook.Application

Set olns = ol.GetNamespace("MAPI")

Set myFolder = olns.GetDefaultFolder(olFolderTasks)

Set MyTasks = myFolder.Items

' Importance corresponds to Priority on the task form.

Set MyTask = MyTasks.Find("[Importance] = ""High""")

If MyTask Is Nothing Then ' the Find failed

   MsgBox "Nothing important. Go party!"

Else

   MsgBox "You have something important to do!"

End If

' VBScript code example.

Set olns = Item.Application.GetNamespace("MAPI")

Set myFolder = olns.GetDefaultFolder(13)

Set MyTasks = myFolder.Items

' Importance corresponds to Priority on the task form.

Set MyTask = MyTasks.Find("[Importance] = ""High""")

If MyTask Is Nothing Then ' the Find failed

   MsgBox "Nothing important. Go party!"

Else

   MsgBox "You have something important to do!"

End If

  

U sing the R estrict M ethod



The R estrict m ethod is sim ilar to the Find m ethod, but instead of returning a
single item , it returns a collection of item s that m eet the search criteria. For
exam ple, you could use this m ethod to find all contacts that w ork at the sam e
com pany.

The follow ing exam ples display all of the contacts that w ork atProseW are
C orporation:

' Automation code example.

Set ol = New Outlook.Application

Set olns = ol.GetNameSpace("MAPI")

Set MyFolder = olns.GetDefaultFolder(olFolderContacts)

Set myItems = myFolder.Items.Restrict("[MessageClass] = 'IPM.Contact'")

MyClause = "[CompanyName] = ""ProseWare"""

Set MyPWItems = MyItems.Restrict(MyClause)

For Each MyItem in MyPWItems

   MyItem.Display

Next

' VBScript code example.

Set olns = Item.Application.GetNameSpace("MAPI")

Set MyFolder = olns.GetDefaultFolder(10)

Set myItems = myFolder.Items.Restrict("[MessageClass] = 'IPM.Contact'")

MyClause = "[CompanyName] = ""ProseWare"""

Set MyPWItems = MyItems.Restrict(MyClause)

For Each MyItem in MyPWItems

   MyItem.Display

Next

  



Filtering item s in a collection
You can use the M icrosoft O utlook object m odel to return inform ation about all
item s in a folder. O ften, how ever, the desired objective is to search for a specific
item  or to retrieve a subset of the item s in the folder. C onsider the follow ing
exam ples:

You are developing a M icrosoft A ccess database. W hen the user enters a
new  contact record, you w ant to give the user the ability to click a button to
check w hether a contact w ith the sam e nam e already exists in O utlook. If a
m atch is found, you can retrieve all the fields for the contact and
autom atically fill in the A ccess database record. In this situation, if the user
filled in the first and last nam e fields on the A ccess form , you can use the
Find m ethod in the O utlook object m odel to search for a m atch against the
O utlook Full N am e field. If you w ant to m ake sure there are no additional
contacts in O utlook w ith the sam e nam e, you can then use the FindN ext
m ethod to conduct the sam e search again.
You are w riting a M icrosoft V isual B asic program  to autom atically schedule
appointm ents in users‒ calendars. In order to do this, you need to retrieve a
user‒s appointm ents for a given day. In this case, you w ould use the
R estrict m ethod to retrieve all appointm ents that fall on a particular day.

W hile the Find and R estrict m ethods perform  different functions, the syntax for
both is sim ilar. Follow ing are som e tips for using these m ethods:

The filters used w ith Find and R estrict are not case-sensitive.
It is not possible to use these m ethods if you need to search for a string
that‒s contained w ithin an O utlook field, com m only called a "C ontains"
operation. If you need to perform  a C ontains operation, you can iterate
through all of the item s in the folder and use the V isual B asic InStr
function to see if your search string is contained w ithin an O utlook field.
To create a filter that perform s a "begins w ith" operation, use the >, < , >=,
and <= operators. For exam ple, to search for all contacts w hose last nam es
begin w ith "M c", use this filter: ""[LastN am e] >= ""M c"" and [LastN am e]
< ""M d"""
You can use the contents of a variable as part of the filter.



W orking w ith com m and bars
In M icrosoft O utlook 2000, toolbars, m enu bars, and shortcut m enus are all
controlled program m atically as one type of object: com m and bars. A ll the
follow ing item s are represented in M icrosoft V isual B asic by C om m andB ar
objects:

M enu bars, toolbars, and shortcut m enus
M enus on m enu bars and toolbars
Subm enus on m enus, subm enus, and shortcut m enus

You can m odify any built-in m enu bar or toolbar, and you can create and m odify
custom  toolbars, m enu bars, and shortcut m enus to deliver w ith your V isual
B asic application. You can present the features of your application as buttons on
toolbars or as groups of com m and nam es on m enus. B ecause toolbars and m enus
are both com m and bars, you use the sam e kind of controls on both of them .
M enu bars and toolbars can both contain m enus.

In V isual B asic, buttons and m enu item s are represented by
C om m andB arB utton objects. The pop-up controls that display m enus and
subm enus are represented by C om m andB arPopup objects.

You can also add text boxes, drop-dow n list boxes, and com bo boxes to any
com m and bar. These three types of controls are all represented in V isual B asic
by C om m andB arC om boB ox objects.

N ote  A lthough they share sim ilar appearances and behaviors, com m and bar
controls and A ctiveX  controls are not the sam e. You cannot add A ctiveX
controls to com m and bars, and you cannot add com m and bar controls to
docum ents or form s.

The built-in com m and bar controls in O utlook are also represented by
C om m andB arB utton, C om m andB arPopup, and C om m andB arC om boB ox
objects, but their appearances and behaviors m ay be different from  those you can
add yourself. You can m odify the location and appearance of built-in controls,
you cannot m odify their built-in behavior.



R eference the active user
U se G etN am eSpace to return the O utlook N am eSpace object from  the
A pplication object, and then use the C urrentU ser property to return a
R ecipient object repesenting the active user, as show n in the follow ing exam ple.

Set myUser = Application.GetNameSpace("MAPI").CurrentUser

  



U se current user properties from  the
M icrosoft E xchange Server global
address list
In code, open an O LE m essaging session and log on, and then use the follow ing
table to reference the property you w ant to use.

Set olemSession = Application.CreateObject("MAPI.Session")

ReturnCode = olemSession.Logon( Application.GetNameSpace("MAPI").CurrentUser, "", False, False, 0 )

myPage = Item.GetInspector.ModifiedFormPages("Message")

Set myUser = olemSession.CurrentUser

Item.UserProperties.Find("Name") = myUser.Name

Item.UserProperties.Find("Messaging Address") = myUser.Address

Item.UserProperties.Find("MAPI First Name") = myUser.Fields.item(&h3a06001e)

  

A ddress B ook Property R eference
PR _G IV EN _N A M E & h3a06001e
PR _IN ITIA LS & h3a0a001e
PR _SU R N A M E & h3a11001e
PR _7B IT_D ISPLAY _N A M E & h39ff001e
PR _STR EET_A D D R ESS & h3a29001e
PR _LO C A LITY & h3a27001e
PR _STATE_O R _PR O V IN C E & h3a28001e
PR _PO STA L_C O D E & h3a2a001e
PR _C O U N TRY & h3a26001e
PR _TITLE & h3a17001e
PR _C O M PA N Y _N A M E & h3a16001e
PR _D EPA RTM EN T_N A M E & h3a18001e
PR _O FFIC E_LO C ATIO N & h3a19001e
PR _A SSISTA N T & h3a30001e
PR _B U SIN ESS_TELEPH O N E_N U M B ER & h3a08001e



U se the PropertyC hange event to test
procedures
Perform  the follow ing steps to test sim ple procedures. R eplace the code below
w ith the code that you w ant to test. Each tim e a user changes the value of the
Im portance field, or any other default field, the code runs.

1. O pen the Script Editor.

H ow ?

2. O n the Script m enu, click E vent H andler.
3. In the E vents box, double-click PropertyC hange.
4. A dd the follow ing code in the event:

MsgBox "This is my test procedure"

5. O n the Form  m enu, click R un T his Form .
6. C lick the ! icon on the toolbar. The m essage box w ill appear.
7. C lick O K  to close the m essage box.



Show  A ll



C heckB ox control
D isplays the selection state of an item .

R em arks

U se a C heckB ox to give the user a choice betw een tw o values such as Yes/N o,
True/False, or O n/O ff. W hen the user selects a C heckB ox, it displays a special
m ark (such as an X ) and its current setting is Yes, True, or O n. If the user does
not select the C heckB ox, it is em pty and its setting is N o, False, or O ff.
D epending on the value of the TripleState property, a C heckB ox can also have
a null value.

If a C heckB ox is bound to a data source, changing the setting changes the value
of that source. A  disabled C heckB ox show s the current value, but is dim m ed and
does not allow  changes to the value from  the user interface.

You can also use check boxes inside a group box to select one or m ore of a
group of related item s. For exam ple, you can create an order form  that contains a
list of available item s, w ith a C heckB ox preceding each item . The user can
select a particular item  or item s by checking the corresponding C heckB ox.

The default property of a C heckB ox is the Value property.

N ote  The L istB ox also lets you put a check m ark by selected options.
D epending on your application, you can use the L istB ox instead of using a
group of C heckB ox controls.
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C om boB ox control
C om bines the features of a L istB ox and a TextB ox. The user can enter a new
value, as w ith a TextB ox, or the user can select an existing value as w ith a
L istB ox.

R em arks

If a C om boB ox is bound to a data source, the C om boB ox inserts the value
entered or selected by the user into that data source. If a m ulticolum n com bo box
is bound, then the B oundC olum n property determ ines w hich value is stored in
the bound data source.

The list in a C om boB ox consists of row s of data. Each row  can have one or
m ore colum ns, w hich can appear w ith or w ithout headings. Som e applications
do not support colum n headings, others provide only lim ited support.

The default property of a C om boB ox is the Value property.

N ote  If you w ant m ore than a single line of the list to appear at all tim es, you
m ight w ant to use a L istB ox instead of a C om boB ox. If you w ant to use a
C om boB ox and lim it values to those in the list, you can set the Style property of
the C om boB ox so the control looks like a drop-dow n list box.



C om m andB utton control
Starts, ends, or interrupts an action or series of actions.

R em arks

R equires V B Script.

Syntax

Sub C om m andButton_C lick( )

'w rite event code here

E nd Sub

The m acro or event procedure assigned to the C om m andB utton's C lick event
determ ines w hat the C om m andB utton does. For exam ple, you can create a
C om m andB utton that opens another form . You can also display text, a picture,
or both on a C om m andB utton.

The default property of a C om m andB utton is the Value property.

The only event for a C om m andB utton is the C lick event.



Font O bject
D efines the characteristics of the text used by a control.

Each control has its ow n Font object to let you set its text characteristics
independently of the characteristics defined for other controls. U se font
properties to specify the font nam e, to set bold, italic, or underlined text, or to
adjust the size of the text.

The default property for the Font object is the N am e property.
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Fram e control
C reates a functional and visual control group.

R em arks

A ll option buttons in a Fram e are m utually exclusive, so you can use the Fram e
to create an option group. You can also use a Fram e to group controls w ith
closely related contents.For exam ple, in an application that processes custom er
orders, you m ight use a Fram e to group the nam e, address, and account num ber
of custom ers.

You can also use a Fram e to create a group of ToggleB uttons, but the toggle
buttons are not m utually exclusive.

To create a group of m utually exclusive O ptionB utton controls, you can put the
buttons in a Fram eon your form , or you can use the G roupN am e property.
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Im age control
D isplays a picture on a form .

R em arks

The Im age control lets you display a picture as part of the data in a form . For
exam ple, you m ight use an Im age to display em ployee photographs in a
personnel form .

The Im age lets you crop, size, or zoom  a picture, but does not allow  you to edit
the contents of the picture. For exam ple, you cannot use the Im age to change the
colors in the picture, to m ake the picture transparent, or to refine the im age of
the picture. You m ust use im age editing softw are for these purposes.

The Im age supports the follow ing file form ats:

*.bm p
*.cur
*.gif
*.ico
*.jpg
*.w m f

N ote  You can also display a picture on a L abel. H ow ever, a L abel does not let
you crop, size, or zoom  the picture.<P>



L abel control
D isplays descriptive text.

R em arks

A  L abel control on a form  displays descriptive text such as titles, captions,
pictures, or brief instructions. For exam ple, labels for an address book m ight
include a L abel for a nam e, street, or city.

The default property for a L abel is the C aption property.

N ote  You can also display a picture on a L abel. H ow ever, a L abel does not let
you crop, size, or zoom  the picture.
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L istB ox control
D isplays a list of values and lets you select one or m ore.

R em arks

If the L istB ox is bound to a data source, the L istB ox stores the selected value in
that data source.

The L istB ox can either appear as a list or as a group of O ptionB utton controls
or C heckB ox controls.

The default property for a L istB ox is the Value property.

The default event for a L istB ox is the C lick event.

N ote  You can't drop text into a drop-dow n L istB ox.

L istB ox styles

You can choose betw een tw o presentation styles for a L istB ox. Each style
provides different w ays for users to select item s in the list.

If the style is Plain, each item  is on a separate row ; the user selects an item  by
highlighting one or m ore row s.

If the style is O ption, an O ptionB utton or C heckB ox appears at the beginning
of each row . W ith this style, the user selects an item  by clicking the option
button or check box. C heck boxes appear only w hen the M ultiSelect property is
True.
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M ultiPage control
Presents m ultiple screens of inform ation as a single set.

R em arks

A  M ultiPage is useful w hen you w ork w ith a large am ount of inform ation that
can be sorted into several categories. For exam ple, use a M ultiPage to display
inform ation from  an em ploym ent application. O ne page m ight contain personal
inform ation such as nam e and address; another page m ight list previous
em ployers; a third page m ight list references. The M ultiPage lets you visually
com bine related inform ation, w hile keeping the entire record readily accessible.

N ew  pages are added to the right of the currently selected page rather than
adjacent to it.

A  M ultiPage is a control that contains a collection of one or m ore pages.

Each Page of a M ultiPage is a form  that contains its ow n controls, and as such,
can have a unique layout. Typically, the pages in a M ultiPage have tabs so the
user can select the individual pages.

B y default, a M ultiPage includes tw o pages, called Page1 and Page2. Each of
these is a Page object, and together they represent the Pages collection of the
M ultiPage. If you add m ore pages, they becom e part of the sam e Pages
collection.

The default property for a M ultiPage is the Value property, w hich returns the
index of the currently active Page in the Pages collection of the M ultiPage.

N ote  The M ultiPage control does not support the C lick event.





Show  A ll



O ptionB utton control
Show s the selection status of one item  in a group of choices.

R em arks

U se an O ptionB utton to show  w hether a single item  in a group is selected. N ote
that each O ptionB utton in a Fram e is m utually exclusive.

If an O ptionB utton is bound to a data source, the O ptionB utton can show  the
value of that data source as either Yes/N o, True/False, or O n/O ff. If the user
selects the O ptionB utton, the current setting is Yes, True, or O n. If the user does
not select the O ptionB utton, the setting is N o, False, or O ff. For exam ple, an
O ptionB utton in an inventory-tracking application m ight show  w hether an item
is discontinued. If the O ptionB utton is bound to a data source, then changing
the setting changes the value of that data source. A  disabled O ptionB utton is
dim m ed and does not show  a value.

D epending on the value of the TripleState property, an O ptionB utton can also
have a null value.

You can also use an O ptionB utton inside a group box to select one or m ore of a
group of related item s. For exam ple, you can create an order form  w ith a list of
available item s, w ith an O ptionB utton preceding each item . The user can select
a particular item  by checking the corresponding O ptionB utton.

The default property for an O ptionB utton is the Value property.



Pages C ollection
A  Pages collection includes all the pages of a M ultiPage.

R em arks

Each Pages collection provides the features to m anage the num ber of pages in
the collection and to identify the page that is currently in use.

The default value of the Pages collection identifies the current Page of a
collection.

You can reference a Page by its index value. The index value reflects the ordinal
position of the Page w ithin the collection. The index of the first Page in a
collection is 0; the index of the second Page is 1; and so on.



Page O bject
O ne page of a M ultiPage or a single m em ber of a Pages collection.

R em arks

Each Page object contains its ow n set of controls and does not necessarily rely
on other pages in the collection for inform ation. A  Page inherits som e properties
from  its container; the value of each inherited property is set by the container.

You can reference a Page by its index value. The index value reflects the ordinal
position of the Page w ithin the collection. The index of the first Page in a
collection is 0; the index of the second Page is 1; and so on.

The default nam e for the first Page is Page1. The default nam e for the second
Page is Page2.



ScrollB ar control
R eturns or sets the value of another control based on the position of the scroll
box.

R em arks

R equires V B Script.

A  ScrollB ar is a stand-alone control you can place on a form . It is visually like
the scroll bar you see in certain objects such as a L istB ox or the drop-dow n
portion of a C om boB ox. H ow ever, unlike the scroll bars in these controls, the
stand-alone ScrollB ar is not an integral part of any other control.

To use the ScrollB ar to set or read the value of another control, you m ust w rite
code that uses the ScrollB ar's Value property. For exam ple, to use the
ScrollB ar to update the value of a TextB ox, you can w rite code that reads the
Value property of the ScrollB ar and then sets the Value property of the
TextB ox.

The default property for a ScrollB ar is the Value property.

N ote  To create a horizontal or vertical ScrollB ar, drag the sizing handles of the
ScrollB ar horizontally or vertically on the form .



SpinB utton control
Increm ents and decrem ents num bers.

R em arks

R equires V B Script.

C licking a SpinB utton changes only the value of the SpinB utton. You can w rite
code that uses the SpinB utton to update the displayed value of another control.
For exam ple, you can use a SpinB utton to change the m onth, the day, or the
year show n on a date. You can also use a SpinB utton to scroll through a range
of values or a list of item s, or to change the value displayed in a text box.

To display a value updated by a SpinB utton, you m ust assign the value of the
SpinB utton to the displayed portion of a control, such as the C aption property
of a L abel or the Text property of a TextB ox. To create a horizontal or vertical
SpinB utton, drag the sizing handles of the SpinB utton horizontally or vertically
on the form .

The default property for a SpinB utton is the Value property.



Tab O bject
A  Tab is an individual m em ber of a Tabs collection.

R em arks

V isually, a Tab object appears as a rectangle protruding from  a larger rectangular
area, or as a button adjacent to a rectangular area.

In contrast to a Page, a Tab does not contain any controls. C ontrols that appear
w ithin the region bounded by a TabStrip are contained on the form , as is the
TabStrip.

You can reference a Tab by its index value. The index value reflects the ordinal
position of the Tab w ithin the collection. The index of the first Tab in a
collection is 0; the index of the second Tab is 1; and so on.



Tabs C ollection
A  Tabs collection includes all Tabs of a TabStrip.

R em arks

Each Tabs collection provides the features to m anage the num ber of tabs in the
collection and to identify the tab that is currently in use.

The default value of the Tabs collection identifies the current Tab of a
collection.

You can reference a Tab by its index value. The index value reflects the ordinal
position of the Tab w ithin the collection. The index of the first Tab in a
collection is 0; the index of the second Tab is 1; and so on.
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TabStrip control
Presents a set of related controls as a visual group.

R em arks

You can use a TabStrip to view  different sets of inform ation for related controls.

A  TabStrip is a control that contains a collection of one or m ore tabs.

Each Tab of a TabStrip is a separate object that users can select. V isually, a
TabStrip also includes a client area that all the tabs in the TabStrip share.

B y default, a TabStrip includes tw o pages, called Tab1 and Tab2. Each of these
is a Tab object, and together they represent the Tabs collection of the TabStrip.
If you add m ore pages, they becom e part of the sam e Tabs collection.

For exam ple, the controls m ight represent inform ation about a daily schedule for
a group of individuals, w ith each set of inform ation corresponding to a different
individual in the group. Set the title of each tab to show  one individual's nam e.
Then, you can w rite code that, after you click a tab, updates the controls to show
inform ation about the person identified on the tab.

N ote  The TabStrip is im plem ented as a container of a Tabs collection, w hich in
turn contains a group of Tab objects. The TabStrip control does not support the
C lick event.

N ote  The default property for a TabStrip is the SelectedItem  property.
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TextB ox control
D isplays inform ation from  a user or from  an organized set of data.

R em arks

A  TextB ox is the control m ost com m only used to display inform ation entered by
a user. A lso, it can display a set of data, such as a table, query, w orksheet, or a
calculation result. If a TextB ox is bound to a data source, then changing the
contents of the TextB ox also changes the value of the bound data source.

Form atting applied to any piece of text in a TextB ox w ill affect all text in the
control. For exam ple, if you change the font or point size of any character in the
control, the change w ill affect all characters in the control.

The default property for a TextB ox is the Value property.

Tips on using text boxes

The TextB ox is a flexible control governed by the follow ing properties: Text,
M ultiL ine, W ordW rap, and A utoSize.

Text contains the text that's displayed in the text box.

M ultiL ine controls w hether the TextB ox can display text as a single line or as
m ultiple lines. N ew line characters identify w here one line ends and another
begins. If M ultiL ine is False (the default value), the text is truncated instead of
w rapped.

W ordW rap allow s the TextB ox to w rap lines of text that are longer than the
w idth of the TextB ox into shorter lines that fit. The default value is True.

If you do not use W ordW rap, the TextB ox starts a new  line of text w hen it
encounters a new line character in the text. If W ordW rap is turned off, you can
have text lines that do not fit com pletely in the TextB ox. The TextB ox displays
the portions of text that fit inside its w idth and truncates the portions of text that
do not fit. W ordW rap is not applicable unless M ultiL ine is True.



A utoSize controls w hether the TextB ox adjusts to display all of the text. W hen
using A utoSize w ith a TextB ox, the w idth of the TextB ox shrinks or expands
according to the am ount of text in the TextB ox and the font size used to display
the text. The default value is False.

A utoSize w orks w ell in the follow ing situations:

D isplaying a caption of one or m ore lines.
D isplaying the contents of a single-line TextB ox.
D isplaying the contents of a m ultiline TextB ox that is read-only to the user.

N ote  Avoid using A utoSize w ith an em pty TextB ox that also uses the
M ultiL ine and W ordW rap properties. W hen the user enters text into a TextB ox
w ith these properties, the TextB ox autom atically sizes to a long narrow  box one
character w ide and as long as the line of text.
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ToggleB utton control
Show s the selection state of an item .

R em arks

U se a ToggleB utton to show  w hether an item  is selected. If a ToggleB utton is
bound to a data source, the ToggleB utton show s the current value of that data
source as either Yes/N o, True/False, O n/O ff, or som e other choice of tw o
settings. If the user selects the ToggleB utton, the current setting is Yes, True, or
O n. If the user does not select the ToggleB utton, the setting is N o, False, or O ff.
If the ToggleB utton is bound to a data source, changing the setting changes the
value of that data source. A  disabled ToggleB utton show s a value, but is
dim m ed and does not allow  changes from  the user interface.

You can also use a ToggleB utton inside a Fram e to select one or m ore of a
group of related item s. For exam ple, you can create an order form  w ith a list of
available item s, w ith a ToggleB utton preceding each item . The user can select a
particular item  by selecting the appropriate ToggleB utton.

The default property of a ToggleB utton is the Value property.

The only event for a ToggleB utton is the C lick event.
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A bout the order of events
The follow ing events occur in the order specified w hen a user com pletes an
action.

E vents W hen
O pen A  form  is opened to com pose an item .
Send, W rite, C lose A n item  is sent.
W rite, C lose A n item  is posted.
W rite A n item  is saved.
C lose A n item  is closed.
R ead, O pen A n item  is opened in a folder.
R eply A  user replies to an item 's sender.
R eplyA ll A  user replies to an item 's sender and all recipients.

Forw ard The new ly-created item  is passed to the procedure
after the user selects the Forw ard action for an item .

PropertyC hange O ne of the item 's standard properties is changed.
C ustom PropertyC hange O ne of the item 's custom  properties is changed.
C ustom A ction A  user-defined action is initiated.

The C lick event occurs only w hen you have defined it for a control in the Script
Editor.



A dd a C lick event for a control
1. O pen the Script Editor.

H ow ?

2. For the control to w hich you w ant to add a C lick event, add the follow ing,
w here C om m andB utton1 is the nam e of the control.

Sub CommandButton1_Click

End Sub

3. Enter the code that you w ant in the event.
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C lick E vent
The C lick event occurs only if it has been defined for a control in the Script
Editor.

The TabStrip and M ultiPage controls do not support the C lick event. H ow ever,
individual the Page objects of the M ultiPage control do support the click event.

ScrollB ars and SpinB uttons do not support the C lick event but you can bind
them  to fields and use the C ustom PropertyC hange event.

Syntax

Sub object_C lick( )

The C lick event syntax has these parts:

Part D escription
objectR equired. A  valid object.

E xam ple:

Sub CommandButton1_Click()

    MsgBox "You just clicked my button! "

End Sub

  

R em arks

The C lick event occurs in one of tw o cases:

The user clicks a control w ith the m ouse.
The user definitively selects a value for a control w ith m ore than one
possible value.

O f the tw o cases w here the C lick event occurs, the first case applies to the
C om m andB utton, Fram e, Im age, L abel, and Page.



The second case applies to the C heckB ox, C om boB ox, L istB ox, and
ToggleB utton. It also applies to an O ptionB utton w hen the value changes to
True.

The follow ing are exam ples of actions that initiate the C lick event:

C licking a blank area of a form  or a disabled control (other than a list box)
on the form .
C licking a C om m andB utton.
Pressing the SPA C EB A R  w hen a C om m andB utton has the focus.
C licking a control w ith the left m ouse button (left-clicking).
Pressing EN TER  on a form  that has a com m and button w hose D efault
property is set to True, as long as no other com m and button has the focus.
Pressing ESC  on a form  that has a com m and button w hose C ancel property
is set to True, as long as no other com m and button has the focus.
Pressing a control's accelerator key.

For som e controls, the C lick event occurs w hen the Value property changes.
H ow ever, using the PropertyC hange or C ustom PropertyC hange event is the
preferred technique for detecting a new  value for a property. The follow ing are
exam ples of actions that initiate the C lick event due to assigning a new  value to
a control:

C licking a C heckB ox or ToggleB utton, pressing the SPA C EB A R  w hen
one of these controls has the focus, pressing the accelerator key for one of
these controls, or changing the value of the control in code.
C hanging the value of an O ptionB utton to True. Setting one
O ptionB utton in a group to True sets all other buttons in the group to
False, but the C lick event occurs only for the button w hose value changes
to True.
Selecting a value for a C om boB ox or L istB ox so that it unquestionably
m atches an item  in the control's drop-dow n list. For exam ple, if a list is not
sorted, the first m atch for characters typed in the edit region m ay not be the
only m atch in the list, so choosing such a value does not initiate the C lick
event. In a sorted list, you can use entry-m atching to ensure that a selected
value is a unique m atch for text the user types.

The C lick event is not initiated w hen Value is set to N ull.



N ote  Left-clicking changes the value of a control, thus it initiates the C lick
event. R ight-clicking does not change the value of the control, so it does not
initiate the C lick event.

A lso N ote If you bind a L istB ox, C om boB ox, O ptionB utton, or C heckB ox to
a field, then the C lick event does not fire. You need to use the PropertyC hange
or C ustom PropertyC hange event to detect the change via code.

E xam ple:

Sub Item_PropertyChange(ByVal Name)

Set MyListBox = Item.GetInspector.ModifiedFormPages("Message").Controls("ListBox1")

Select Case Name

    Case "Mileage"

        Item.CC = MyListBox.Value

        Item.Subject = MyListBox.Value

    Case Else

End Select

End Sub
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A dd M ethod
A dds a control by its program m atic identifier (ProgID ) to a page or adds or
inserts a Tab or Page in a TabStrip or M ultiPage.

Syntax

For M ultiPage, TabStrip
Set O bject = object.A dd( [ N am e [, C aption [, index]]])

For other controls
Set C ontrol = object.A dd( ProgID  [, N am e [, Visible]])

The A dd m ethod syntax has these parts:

Part D escription
object R equired. A  valid object nam e.

N am e
O ptional. Specifies the nam e of the object being added. If a nam e is not
specified, the system  generates a default nam e based on the rules of the
application w here the form  is used.

C aption
O ptional. Specifies the caption to appear on a tab or a control. If a
caption is not specified, the system  generates a default caption based on
the rules of the application w here the form  is used.

index

O ptional. Identifies the position of a page or tab w ithin a Pages or Tabs
collection. If an index is not specified, the system  appends the page or
tab to the end of the Pages or Tabs collection and assigns the
appropriate index value.

ProgID

R equired. Program m atic identifier. A  text string w ith no spaces that
identifies an object class. The standard syntax for a ProgID  is
<Vendor>.<C om ponent>.<Version>. A  ProgID  is m apped to a class
identifier (C LSID ).

Visible O ptional. True if the object is visible (default). False if the object is
hidden.

Settings



ProgID  values for individual controls are:

C heckB ox Form s.C heckB ox.1
C om boB ox Form s.C om boB ox.1
C om m andB utton Form s.C om m andB utton.1
Fram e Form s.Fram e.1
Im age Form s.Im age.1
L abel Form s.Label.1
L istB ox Form s.ListB ox.1
M ultiPage Form s.M ultiPage.1
O ptionB utton Form s.O ptionB utton.1
ScrollB ar Form s.ScrollB ar.1
SpinB utton Form s.SpinB utton.1
TabStrip Form s.TabStrip.1
TextB ox Form s.TextB ox.1
ToggleB utton Form s.ToggleB utton.1

R em arks

For a M ultiPage control, the A dd m ethod returns a Page object. For a TabStrip,
it returns a Tab object. The index value for the first Page or Tab of a collection
is 0, the value for the second Page or Tab is 1, and so on.

For the C ontrols collection of an object, the A dd m ethod returns a control
corresponding to the specified ProgID . The A ddC ontrol event occurs after the
control is added.

The follow ing syntax w ill return the Text property of a control added at design
tim e:

userform1.thebox.text

  

If you add a control at run tim e, you m ust use the exclam ation syntax to
reference properties of that control. For exam ple, to return the Text property of a
control added at run tim e, use the follow ing syntax:



userform1!thebox.text

  

N ote  You can change a control's N am e property at run tim e only if you added
that control at run tim e w ith the A dd m ethod.
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A ddItem  M ethod
For a single-colum n L istB ox or C om boB ox, the A ddItem  m ethod adds an item
to the list. For a m ulticolum n L istB ox or C om boB ox, this m ethod adds a row  to
the list.

Syntax

Variant = object.A ddItem ( [ item  [, varIndex]])

The A ddItem  m ethod syntax has these parts:

Part D escription
object R equired. A  valid object.

Item O ptional. Specifies the item  or row  to add. The num ber of the first
item  or row  is 0; the num ber of the second item  or row  is 1, and so on.

varIndex O ptional. Integer specifying the position w ithin the object w here thenew  item  or row  is placed.

R em arks

If you supply a valid value for varIndex, the A ddItem  m ethod places the item  or
row  at that position w ithin the list. If you om it varIndex, the m ethod adds the
item  or row  at the end of the list.

The value of varIndex m ust not be greater than the value of the L istC ount
property.

For a m ulticolum n L istB ox or C om boB ox, A ddItem  inserts an entire row , that
is, it inserts an item  for each colum n of the control. To assign values to an item
beyond the first colum n, use the L ist or C olum n property and specify the row
and colum n of the item .

If the control is bound to data, the A ddItem  m ethod fails.

N ote  You can add m ore than one row  at a tim e to a C om boB ox or L istB ox by
using L ist.
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C lear M ethod
R em oves all objects from  an object or collection.

Syntax

object.C lear

The C lear m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

For a M ultiPage or TabStrip, the C lear m ethod deletes individual pages or
tabs.

For a L istB ox or C om boB ox, C lear rem oves all entries in the list.

For a C ontrols collection, C lear deletes controls that w ere created at run-tim e
w ith the A dd m ethod. U sing C lear on controls created at design-tim e causes an
error.

N ote  If the control is bound to data, the C lear m ethod fails.



C opy M ethod
C opies the contents of an object to the C lipboard.

Syntax

object.C opy

The C opy m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The original content rem ains on the object.

The actual content that is copied depends on the object. For exam ple, on a Page,
the C opy m ethod copies the currently selected control or controls. O n a TextB ox
or C om boB ox, it copies the currently selected text.

U sing C opy for a form , Fram e, or Page copies the currently-active control.
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C ut M ethod
R em oves selected inform ation from  an object and transfers it to the C lipboard.

Syntax

object.C ut

The C ut m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

For a C om boB ox or TextB ox, the C ut m ethod rem oves currently selected text
in the control to the C lipboard. This m ethod does not require that the control
have the focus.

O n a Page, Fram e, or form , C ut rem oves currently selected controls to the
C lipboard. This m ethod only rem oves controls created at run tim e.



D ropD ow n M ethod
D isplays the list portion of a C om boB ox.

Syntax

object.D ropD ow n

The D ropD ow n m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

U se the D ropD ow n m ethod to open the list in a com bo box.
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G etForm at M ethod
R eturns an integer value indicating w hether a specific form at is on the
D ataO bject.

Syntax

Boolean = object.G etForm at( form at)

The G etForm at m ethod syntax has these parts:

Part D escription
object R equired. A  valid object.

form at
R equired. A n integer or string specifying a specific form at that m ight
exist in the D ataO bject. If the specified form at exists in the
D ataO bject, G etForm at returns True.

Settings

The settings for form at are:

Value D escription
1 Text form at.
A  string or any integer
other than 1

A  user-defined D ataO bject form at passed to the
D ataO bject from  SetText.

R em arks

The G etForm at m ethod searches for a form at in the current list of form ats on
the D ataO bject. If the form at is on the D ataO bject, G etForm at returns True;
if not, G etForm at returns False.

The D ataO bject currently supports only text form ats.





G etFrom C lipboard M ethod
C opies data from  the C lipboard to a D ataO bject.

Syntax

String =  object.G etFrom C lipboard( )

The G etFrom C lipboard m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object nam e.

R em arks

The D ataO bject can contain m ultiple data item s, but each item  m ust be in a
different form at. For exam ple, the D ataO bject m ight include one text item  and
one item  in a custom  form at; but cannot include tw o text item s.
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G etText M ethod
R etrieves a text string from  the D ataO bject using the specified form at.

Syntax

String = object.G etText( [ form at])

The G etText m ethod syntax has these parts:

Part D escription
object R equired. A  valid object nam e.

form atO ptional. A  string or integer specifying the form at of the data to retrieve
from  the D ataO bject.

Settings

The settings for form at are:

Value D escription
1 Text form at.
A  string or any integer
other than 1

A  user-defined D ataO bject form at passed to the
D ataO bject from  SetText.

R em arks

The D ataO bject supports m ultiple form ats, but only supports one data item  of
each form at. For exam ple, the D ataO bject m ight include one text item  and one
item  in a custom  form at; but cannot include tw o text item s.

If no form at is specified, the G etText m ethod requests inform ation in the Text
form at from  the D ataO bject.
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Item  M ethod
R eturns a m em ber of a collection, either by position or by nam e.

Syntax

Set O bject = object.Item ( collectionindex)

The Item  m ethod syntax has these parts:

Part D escription
object R equired. A  valid object.
collectionindex R equired. A  m em ber's position, or index, w ithin a collection.

Settings

The collectionindex can be either a string or an integer. If it is a string, it m ust be
a valid m em ber nam e. If it is an integer, the m inim um  value is 0 and the
m axim um  value is one less than the num ber of item s in the collection.

R em arks

If an invalid index or nam e is specified, an error occurs.



M ove M ethod
M oves a form  or control, or m oves all the controls in the C ontrols collection..

Syntax

For a form  or control
object.M ove( [Left [, Top [, W idth [, H eight [, Layout]]]]])

For the C ontrols collection
object.M ove( X , Y )

The M ove m ethod syntax has these parts:

Part D escription
object R equired. A  valid object nam e.

Left O ptional. Single-precision value, in points, indicating the horizontal
coordinate for the left edge of the object.

Top O ptional. Single-precision value, in points, that specifies the vertical
coordinate for the top edge of the object.

W idth O ptional. Single-precision value, in points, indicating the w idth of the
object.

H eightO ptional. Single-precision value, in points, indicating the height of theobject.

Layout
O ptional. A  B oolean value indicating w hether the Layout event is
initiated for the control's parent follow ing this m ove. False is the default
value.

X, Y
R equired. Single-precision value, in points, that specifies the change
from  the current horizontal and vertical position for each control in the
C ontrols collection.

Settings

The m axim um  and m inim um  values for the Left, Top, W idth, H eight, X, and Y
argum ents vary from  one application to another.



R em arks

For a form  or control, you can m ove a selection to a specific location relative to
the edges of the form  that contains the selection.

You can use nam ed argum ents, or you can enter the argum ents by position. If
you use nam ed argum ents, you can list the argum ents in any order. If not, you
m ust enter the argum ents in the order show n, using com m as to indicate the
relative position of argum ents you do not specify. A ny unspecified argum ents
rem ain unchanged.

For the C ontrols collection, you can m ove all the controls in this collection a
specific distance from  their current positions on a Fram e or Page.



Paste M ethod
Transfers the contents of the C lipboard to an object.

Syntax

object.Paste

The Paste m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

D ata pasted into a C om boB ox or TextB ox is treated as text.



PutInC lipboard M ethod
M oves data from  a D ataO bject to the C lipboard.

Syntax

object.PutInC lipboard

The PutInC lipboard m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The PutInC lipboard m ethod replaces the contents of the C lipboard w ith the
contents of the D ataO bject that is in Text form at.



R edoA ction M ethod
R everses the effect of the m ost recent U ndo action.

Syntax

Boolean = object.R edoA ction

The R edoA ction m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

R edo reverses the last U ndo, w hich is not necessarily the last action taken. N ot
all actions can be undone.

R edoA ction returns True if it w as successful.
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R em ove M ethod
R em oves a m em ber from  a collection; or, rem oves a control from  a Fram e, or
Page.

Syntax

object.R em ove( collectionindex)

The R em ove m ethod syntax has these parts:

Part D escription
object R equired. A  valid object.

collectionindex

R equired. A  m em ber's position, or index, w ithin a collection.
N um eric as w ell as string values are acceptable. If the value is a
num ber, the m inim um  value is zero, and the m axim um  value is
one less than the num ber of m em bers in the collection. If the
value is a string, it m ust correspond to a valid m em ber nam e.
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R em oveItem  M ethod
R em oves a row  from  the list in a list box or com bo box.

Syntax

Boolean = object.R em oveItem ( index)

The R em oveItem  m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

index R equired. Specifies the row  to delete. The num ber of the first row  is 0;
the num ber of the second row  is 1, and so on.

This m ethod w ill not rem ove a row  from  the list if the L istB ox is data bound
(that is, w hen the R ow Source property specifies a data source for the L istB ox).



R epaint M ethod
U pdates the display by redraw ing the fram e or page.

Syntax

Boolean = object.R epaint

The R epaint m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The R epaint m ethod is useful if the contents or appearance of an object changes
significantly, and you don't w ant to w ait until the system  autom atically repaints
the area.



Scroll M ethod
M oves the scroll bar on an object.

Syntax

object.Scroll( [ ActionX [, ActionY]])

The Scroll m ethod syntax has these parts:

Part D escription
object R equired. A  valid object nam e.
ActionX O ptional. Identifies the action to occur in the horizontal direction.
ActionY O ptional. Identifies the action to occur in the vertical direction.

Settings

The settings for ActionX and ActionY are:

Value D escription
0 D o not scroll in the specified direction.

1
M ove up on a vertical scroll bar or left on a horizontal scroll bar.
M ovem ent is equivalent to pressing the up or left arrow  key on the
keyboard to m ove the scroll bar.

2
M ove dow n on a vertical scroll bar or right on a horizontal scroll bar.
M ovem ent is equivalent to pressing the right or dow n arrow  key on the
keyboard to m ove the scroll bar.

3
M ove one pageup on a vertical scroll bar or one page left on a horizontal
scroll bar. M ovem ent is equivalent to pressing PA G E U P on the keyboard
to m ove the scroll bar.

4
M ove one pagedow n on a vertical scroll bar or one page right on a
horizontal scroll bar. M ovem ent is equivalent to pressing PA G E D O W N
on the keyboard to m ove the scroll bar.

5 M ove to the top of a vertical scroll bar or to the left end of a horizontal
scroll bar.



6 M ove to the bottom  of a vertical scroll bar or to the right end of a
horizontal scroll bar.

R em arks

The Scroll m ethod applies scroll bars that appear on a form , Fram e, or Page
that is larger than its display area. This m ethod does not apply to the stand-alone
ScrollB ar or to scroll bars that appear on a TextB ox.
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SetD efaultTabO rder M ethod
Sets the TabIndex property of each control on a fram e or page, using a default
top-to-bottom , left-to-right tab order.

Syntax

object.SetD efaultTabO rder

The SetD efaultTabO rder m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.
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SetFocus M ethod
M oves the focus to this instance of an object.

Syntax

object.SetFocus

The SetFocus m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

If setting the focus fails, the focus reverts to the previous object and an error is
generated.

B y default, setting the focus to a control does not activate the control's w indow
or place it on top of other controls.

The SetFocus m ethod is valid for an em pty Fram e as w ell as a Fram e that
contains other controls. A n em pty Fram e w ill take the focus itself, and any
subsequent keyboard events apply to the Fram e. In a Fram e that contains other
controls, the focus m oves to the first control in the Fram e, and subsequent
keyboard events apply to the control that has the focus.
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SetText M ethod
C opies a text string to the D ataO bject using a specified form at.

Syntax

object.SetText( StoreD ata [, form at])

The SetText m ethod syntax has these parts:

Part D escription
object R equired. A  valid object.
StoreD ata R equired. D efines the data to store on the D ataO bject.

form at
O ptional. A n integer or string specifying the form at of StoreD ata.
W hen retrieving data from  the D ataO bject, the form at identifies the
piece of data to retrieve.

Settings

The settings for form at are:

Value D escription
1 Text form at.
A  string or integer value other than 1 A  user-defined D ataO bject form at.

R em arks

The D ataO bject stores data according to its form at. W hen the user supplies a
string, the D ataO bject saves the text under the specified form at.

If the D ataO bject contains data in the sam e form at as new  data, the new  data
replaces the existing data in the D ataO bject. If the new  data is in a new  form at,
the new  data and the new  form at are both added to the D ataO bject, and the
previously existing data is there as w ell.



If no form at is specified, the SetText m ethod assigns the Text form at to the text
string. If a new  form at is specified, the D ataO bject registers the new  form at
w ith the system .



StartD rag M ethod
Initiates a drag-and-drop operation for a D ataO bject.

Syntax

D ropEffect= O bject.StartD rag([Effect as D ropEffect])

The StartD rag m ethod syntax has these parts:

Part D escription
O bjectR equired. A  valid object.
Effect O ptional. Effect of the drop operation on the target control.

Settings

The settings for Effect are:

Value D escription
0 D oes not copy or m ove the drop source to the drop target.
1 C opies the drop source to the drop target.
2 M oves the drop source to the drop target.
3 C opies or m oves the drop source to the drop target.

R em arks

The drag action starts at the current m ouse pointer position w ith the current
keyboard state and ends w hen the user releases the m ouse. The effect of the
drag-and-drop operation depends on the effect chosen for the drop target.

For exam ple, a control's M ouseM ove event m ight include the StartD rag
m ethod. W hen the user clicks the control and m oves the m ouse, the m ouse
pointer changes to indicate w hether Effect is valid for the drop target.





U ndoA ction M ethod
R everses the m ost recent action that supports the U ndo com m and.

Syntax

Boolean = object.U ndoA ction

The U ndoA ction m ethod syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

N ot all user actions can be undone. If an action cannot be undone, the U ndo
com m and is unavailable follow ing the action.

You m ust apply this m ethod before the form  or control is updated. You m ay w ant
to include this m ethod in a form 's PropertyC hange event.
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Z O rder M ethod
Places the object at the front or back of the z-order.

Syntax

object.Z O rder( [ zPosition])

The Z O rder m ethod syntax has these parts:

Part D escription
object R equired. A  valid object.
zPosition O ptional. A  control's position, front or back, in the container's z-order.

Settings

The settings for zPosition are:

Value D escription

0 Places the control at the front of the z-order. The control appears on top
of other controls (default).

1 Places the control at the back of the z-order. The control appears
underneath other controls.

R em arks

The z-order determ ines how  w indow s and controls are stacked w hen they are
presented to the user. Item s at the back of the z-order are overlaid by closer
item s; item s at the front of the z-order appear to be on top of item s at the back.
W hen the zPosition argum ent is om itted, the object is brought to the front.

In design m ode, the B ring to Front or Send To B ack com m ands set the z-order.
B ring to Front is equivalent to using the Z O rder m ethod and putting the object
at the front of the z-order. Send to B ack is equivalent to using Z O rder and
putting the object at the back of the z-order.



This m ethod does not affect content or sequence of the controls in the C ontrols
collection.

N ote  You can't U ndo or R edo layering com m ands, such as Send to B ack or
B ring to Front. For exam ple, if you select an object and click M ove B ackw ard
on the shortcut m enu, you w on't be able to U ndo or R edo that action.
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A ccelerator Property
Sets or retrieves the accelerator key for a control.

Syntax

object.A ccelerator [= String]

The A ccelerator property syntax has these parts:

Part D escription
objectR equired. A  valid object.
String O ptional. The character to use as the accelerator key.

R em arks

To designate an accelerator key, enter a single character for the A ccelerator
property. You can set A ccelerator in the control's property sheet or in code. If
the value of this property contains m ore than one character, the first character in
the string becom es the value of A ccelerator.

W hen an accelerator key is used, there is no visual feedback (other than focus) to
indicate that the control initiated the C lick event. For exam ple, if the accelerator
key applies to a C om m andB utton, the user w ill not see the button pressed in the
interface. The button receives the focus, how ever, w hen the user presses the
accelerator key.



A ctiveC ontrol Property
Identifies and allow s m anipulation of the control that has the focus.

Syntax

object.A ctiveC ontrol

The A ctiveC ontrol property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The A ctiveC ontrol property is read-only and is set w hen you select a control in
the interface. You can use A ctiveC ontrol as a substitute for the control nam e
w hen setting properties or calling m ethods.



A lignm ent Property
Specifies the position of a control relative to its caption.

Syntax

object.A lignm ent [= 0,1]

The A lignm ent property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Settings

The Settings for A lignm ent are:

Value D escription
0 Places the caption to the left of the control.
1 Places the caption to the right of the control (default).

R em arks

The caption text for a control is left-aligned.



A utoSize Property
Specifies w hether an object autom atically resizes to display its entire contents.

Syntax

object.A utoSize [= Boolean]

The A utoSize property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the control is resized.

Settings

The settings for Boolean are:

Value D escription
True A utom atically resizes the control to display its entire contents.

False K eeps the size of the control constant. C ontents are clipped w hen they
exceed the area of the control (default).

R em arks

For controls w ith captions, the A utoSize property specifies w hether the control
autom atically adjusts to display the entire caption.

For controls w ithout captions, this property specifies w hether the control
autom atically adjusts to display the inform ation stored in the control. In a
C om boB ox, for exam ple, setting A utoSize to True autom atically sets the w idth
of the display area to m atch the length of the current text.

For a single-line TextB ox, setting A utoSize to True autom atically sets the w idth
of the display area to the length of the text in the text box.



For a m ultiline TextB ox that contains no text, setting A utoSize to True
autom atically displays the text as a colum n. The w idth of the text colum n is set
to accom m odate the w idest letter of that font size. The height of the text colum n
is set to display the entire text of the TextB ox.

For a m ultiline TextB ox that contains text, setting A utoSize to True
autom atically enlarges the TextB ox vertically to display the entire text. The
w idth of the TextB ox does not change.

N ote  If you m anually change the size of a control w hile A utoSize is True, the
m anual change overrides the size previously set by A utoSize.
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A utoTab Property
Specifies w hether an autom atic tab occurs w hen a user enters the m axim um
allow able num ber of characters into a TextB ox or the text box portion of a
C om boB ox.

Syntax

object.A utoTab [= Boolean]

The A utoTab property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. Specifies w hether an autom atic tab occurs.

Settings

The settings for Boolean are:

Value D escription
True Tab occurs.
False Tab does not occur (default).

R em arks

The M axL ength property specifies the m axim um  num ber of characters allow ed
in a TextB ox or the text box portion of a C om boB ox.

You can specify the A utoTab property for a TextB ox or C om boB ox on a form
for w hich you usually enter a set num ber of characters. O nce a user enters the
m axim um  num ber of characters, the focus autom atically m oves to the next
control in the tab order. For exam ple, if a TextB ox displays inventory stock
num bers that are alw ays five characters long, you can use M axL ength to specify
the m axim um  num ber of characters to enter into the TextB ox and A utoTab to



autom atically tab to the next control after the user enters five characters.



A utoW ordSelect Property
Specifies w hether the basic unit used to extend a selection is a w ord or a single
character.

Syntax

object.A utoW ordSelect [= Boolean]

The A utoW ordSelect property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. Specifies the basic unit used to extend a selection.

Settings

The settings for Boolean are:

Value D escription
True U ses a w ord as the basic unit (default).
False U ses a character as the basic unit.

R em arks

The A utoW ordSelect property specifies how  the selection extends or contracts
in the edit region of a TextB ox or C om boB ox.

If the user places the insertion point in the m iddle of a w ord and then extends the
selection w hile A utoW ordSelect is True, the selection includes the entire w ord.
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B ackC olor Property
Specifies the background color of the object.

Syntax

object.B ackC olor [= Long]

The B ackC olor property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long O ptional. A  value or constant that determ ines the background color of an
object.

Settings

You can use any integer that represents a valid color. You can also specify a
color by using the R G B  function w ith red, green, and blue color com ponents.
The value of each color com ponent is an integer that ranges from  zero to 255.
For exam ple, you can specify teal blue as the integer value 4966415 or as red,
green, and blue color com ponents 15, 200, 75, as show n in the follow ing
exam ple.

RGB(15,200,75)

  

R em arks

You can only see the background color of an object if the B ackStyle property is
set to 1.
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B ackStyle Property
R eturns or sets the background style for an object.

Syntax

object.B ackStyle [=BackStyle]

The B ackStyle property syntax has these parts:

Part D escription
object R equired. A  valid object.
BackStyle O ptional. Specifies the control background.

Settings

The settings for BackStyle are:

Value D escription
0 The background is transparent.
1 The background is opaque (default).

R em arks

The B ackStyle property determ ines w hether a control is transparent. If
B ackStyle is 1, the control is not transparent and you cannot see anything behind
the control on a form . If B ackStyle is 0, you can see through the control and
look at anything on the form  located behind the control. The B ackC olor
property is only valid if the B ackStyle property is set to 1.

N ote  does not affect the transparency of bitm aps. You m ust use a picture editor
such as Paintbrush to m ake a bitm ap transparent. N ot all controls support
transparent bitm aps.
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B old, Italic, Size, StrikeT hrough,
U nderline, W eight Properties
Specifies the visual attributes of text on a displayed or printed form .

Syntax

object.B old [= Boolean]

object.Italic [= Boolean]

object.Size [= C urrency]

object.StrikeT hrough [= Boolean]

object.U nderline [= Boolean]

object.W eight [= Integer]

The B old, Italic, Size, StrikeT hrough, U nderline, and W eight property
syntaxes have these parts:

Part D escription
object R equired. A  valid object nam e.
Boolean O ptional. Specifies the font style.
C urrency O ptional. A  num ber indicating the font size.
Integer O ptional. Specifies the font style.

The settings for Boolean are:

Value D escription

True The text has the specified attribute (that is bold, italic, size, strikethrough
or underline m arks, or w eight).

False The text does not have the specified attribute (default).



The W eight property accepts values from  0 to 1000. A  value of zero allow s the
system  to pick the m ost appropriate w eight. A  value from  1 to 1000 indicates a
specific w eight, w here 1 represents the lightest type and 1000 represents the
darkest type.

R em arks

These properties define the visual characteristics of text. The B old property
determ ines w hether text is norm al or bold. The Italic property determ ines
w hether text is norm al or italic. The Size property determ ines the height, in
points, of displayed text. The U nderline property determ ines w hether text is
underlined. The StrikeT hrough property determ ines w hether the text appears
w ith strikethrough m arks. The W eight property determ ines the darkness of the
type.

The font's appearance on screen and in print m ay differ, depending on your
com puter and printer. If you select a font that your system  can't display w ith the
specified attribute or that isn't installed, W indow s substitutes a sim ilar font. The
substitute font w ill be as sim ilar as possible to the font originally requested.

C hanging the value of B old also changes the value of W eight. Setting B old to
True sets W eight to 700; setting B old to False sets W eight to 400. C onversely,
setting W eight to anything over 550 sets B old to True; setting W eight to 550 or
less sets B old to False.

The default point size is determ ined by the operating system .
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B orderC olor Property
Specifies the color of an object's border.

Syntax

object.B orderC olor [= Long]

The B orderC olor property syntax has these parts:

Part D escription
objectR equired. A  valid object.
Long O ptional. A  value that determ ines the border color of an object.

Settings

You can use any integer that represents a valid color. You can also specify a
color by using the R G B  function w ith red, green, and blue color com ponents.
The value of each color com ponent is an integer that ranges from  zero to 255.
For exam ple, you can specify teal blue as the integer value 4966415 or as red,
green, and blue color com ponents 15, 200, 75, as show n in the follow ing
exam ple.

RGB(15,200,75)

  

R em arks

To use the B orderC olor property, the B orderStyle property m ust be set to a
value other than 0.

B orderStyle uses B orderC olor to define the border colors. The SpecialE ffect
property uses system  colors exclusively to define its border colors. For W indow s
operating system s, system  color settings are set using the D isplay icon in
C ontrol Panel. In W indow s N T 3.51, system  color settings are set using the
C olor icon in C ontrol Panel.





B orderStyle Property
Specifies the type of border used by a control or a form .

Syntax

object.B orderStyle [=BorderStyle]

The B orderStyle property syntax has these parts:

Part D escription
object R equired. A  valid object.
BorderStyle O ptional. Specifies the border style.

Settings

The settings for BorderStyle are:

Value D escription
0 The control has no visible border line.
1 The control has a single-line border (default).

The default value for a C om boB ox, Fram e, L abel, L istB ox or TextB ox is 0
(N one). The default value for an Im age is 1 (Single).

R em arks

For a Fram e, the B orderStyle property is ignored if the SpecialE ffect property
is N one.

You can use either B orderStyle or SpecialE ffect to specify the border for a
control, but not both. If you specify a nonzero value for one of these properties,
the system  sets the value of the other property to zero. For exam ple, if you set
B orderStyle to 1, the system  sets SpecialE ffect to zero (Flat). If you specify a
nonzero value for SpecialE ffect, the system  sets B orderStyle to zero.



B orderStyle uses B orderC olor to define the colors of its borders. To use the
B orderC olor property, the B orderStyle property m ust be set to a value other
than 0.
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B oundC olum n Property
Identifies the source of data in a m ulticolum n C om boB ox or L istB ox.

Syntax

object.B oundC olum n [= Variant]

The B oundC olum n property syntax has these parts:

Part D escription
object R equired. A  valid object.
VariantO ptional. Indicates how  the B oundC olum n value is selected.

Settings

The settings for Variant are:

Value D escription
0 A ssigns the value of the L istIndex property to the control.
1 or
greater

A ssigns the value from  the specified colum n to the control. C olum ns are
num bered from  1 w hen using this property (default).

R em arks

W hen the user chooses a row  in a m ulticolum n L istB ox or C om boB ox, the
B oundC olum n property identifies w hich item  from  that row  to store as the
value of the control. For exam ple, if each row  contains 8 item s and
B oundC olum n is 3, the system  stores the inform ation in the third colum n of the
currently-selected row  as the value of the object.

You can display one set of data to users but store different, associated values for
the object by using the B oundC olum n and the TextC olum n properties.
TextC olum n identifies the colum n of data displayed in a C om boB ox or
L istB ox; B oundC olum n identifies the colum n of associated data values stored



for the control. For exam ple, you could set up a m ulticolum n L istB ox that
contains the nam es of holidays in one colum n and dates for the holidays in a
second colum n. To present the holiday nam es to users, specify the first colum n
as the TextC olum n. To store the dates of the holidays, specify the second
colum n as the B oundC olum n.

If the control is bound to a data source, the value in the colum n specified by
B oundC olum n is stored in the data source nam ed in the C ontrolSource
property.

The L istIndex value retrieves the num ber of the selected row . For exam ple, if
you w ant to know  the row  of the selected item , set B oundC olum n to 0 to assign
the num ber of the selected row  as the value of the control. B e sure to retrieve a
current value, rather than relying on a previously saved value, if you are
referencing a list w hose contents m ight change.

The C olum n, L ist, and L istIndex properties all use zero-based num bering. That
is, the value of the first item  (colum n or row ) is zero; the value of the second
item  is one, and so on. This m eans that if B oundC olum n is set to 3, you could
access the value stored in that colum n using the expression C olum n(2).
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C ancel Property
R eturns or sets a value indicating w hether a C om m andB utton is the C ancel
button on a form .

Syntax

object.C ancel [= Boolean]

The C ancel property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the object is the C ancel button.

Settings

The settings for Boolean are:

Value D escription
True The C om m andB utton is the C ancel button.
False The C om m andB utton is not the C ancel button (default).

R em arks

A  C om m andB utton or an object that acts like a com m and button can be
designated as the default com m and button. For O LE container controls, the
C ancel property is provided only for those objects that specifically behave as
com m and buttons.

O nly one C om m andB utton on a form  can be the C ancel button. Setting C ancel
to True for one com m and button autom atically sets it to False for all other
objects on the form . W hen a C om m andB utton's C ancel property is set to True
and the form  is the active form , the user can choose the com m and button by
clicking it, pressing ESC , or pressing EN TER  w hen the button has the focus.



A  typical use of C ancel is to give the user the option of canceling uncom m itted
changes and returning the form  to its previous state.

You should consider m aking the C ancel button the default button for form s that
support operations that can't be undone (such as delete). To do this, set both
C ancel and the D efault property to True.



C anPaste Property
Specifies w hether the C lipboard contains data that the object supports.

Syntax

object.C anPaste

The C anPaste property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R eturn Values

The C anPaste property return values are:

Value D escription
True The object can receive inform ation pasted from  the C lipboard.
False The object cannot receive inform ation pasted from  the C lipboard.

R em arks

C anPaste is read-only.

If the C lipboard data is in a form at that the object does not support, the
C anPaste property is False. For exam ple, if you try to paste a bitm ap into an
object that only supports text, C anPaste w ill be False.



C anR edo Property
Indicates w hether the m ost recent U ndo can be reversed.

Syntax

object.C anR edo

The C anR edo property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R eturn Values

The C anR edo property syntax return values are:

Value D escription
True The m ost recent U ndo can be reversed.
False The m ost recent U ndo is irreversible.

R em arks

C anR edo is read-only.

To R edo an action m eans to reverse an U ndo; it does not necessrily m ean to
repeat the last user action.



C anU ndo Property
Indicates w hether the last user action can be undone.

Syntax

object.C anU ndo

The C anU ndo property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R eturn Values

The C anU ndo property syntax return values are:

Value D escription
True The m ost recent user action can be undone.
False The m ost recent user action cannot be undone.

R em arks

C anU ndo is read-only.

M any user actions can be undone w ith the U ndo com m and. The C anU ndo
property indicates w hether the m ost recent action can be undone.



C aption Property
D escriptive text that appears on an object to identify or describe it.

Syntax

object.C aption [= String]

The C aption property syntax has these parts:

Part D escription
objectR equired. A  valid object.

String O ptional. A  string expression that evaluates to the text displayed as thecaption.

Settings

The default setting for a control is a unique nam e based on the type of control.
For exam ple, C om m andB utton1 is the default caption for the first com m and
button in a form .

R em arks

The text identifies or describes the object w ith w hich it is associated. For buttons
and labels, the C aption property specifies the text that appears in the control.
For Page and Tab objects, it specifies the text that appears on the tab. For the
E xplorer object, it specifies the text that appears in the explorer‒s title bar.

If a control's caption is too long, the caption is truncated. If a form 's caption is
too long for the title bar, the title is displayed w ith an ellipsis.

The ForeC olor property of the control determ ines the color of the text in the
caption.

Tip If a control has both the C aption and A utoSize properties, setting A utoSize
to True autom atically adjusts the size of the control to fram e the entire caption.
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C lientH eight, C lientL eft, C lientTop,
C lientW idth Properties
D efine the dim ensions and location of the display area of a TabStrip.

Syntax

object.C lientH eight [ =Single]

object.C lientL eft [ =Single]

object.C lientTop [ =Single]

object.C lientW idth [ =Single]

The C lientH eight, C lientL eft, C lientTop, and C lientW idth property syntaxes
have these parts:

Part D escription
objectR equired. A  valid object.

Single

O ptional. For C lientH eight and C lientW idth, specifies the height or
w idth, in points, of the display area. For C lientL eft and C lientTop,
specifies the distance, in points, from  the top or left edge of the
TabStrip's container.

R em arks

A t run tim e, C lientL eft, C lientTop, C lientH eight, and C lientW idth
autom atically store the coordinates and dim ensions of the TabStrip's internal
area, w hich is shared by objects in the TabStrip.
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C olum n Property
Specifies one or m ore item s in a L istB ox or C om boB ox.

Syntax

object.C olum n( colum n, row  ) [= Variant]

The C olum n property syntax has these parts:

Part D escription
object R equired. A  valid object.

colum n O ptional. A n integer w ith a range from  0 to one less than the total
num ber of colum ns.

row O ptional. A n integer w ith a range from  0 to one less than the total
num ber of row s.

VariantO ptional. Specifies a single value, a colum n of values, or a tw o-
dim ensional array to load into a L istB ox or C om boB ox.

Settings

If you specify both the colum n and row  values, C olum n reads or w rites a
specific item .

If you specify only the colum n value, the C olum n property reads or w rites the
specified colum n in the current row  of the object. For exam ple,
M yListB ox.C olum n (3) reads or w rites the third colum n in M yListB ox.

C olum n returns a Variant from  the cursor. W hen a built-in cursor provides the
value for Variant (such as w hen using the A ddItem  m ethod), the value is a
string. W hen an external cursor provides the value for Variant, form atting
associated w ith the data is not included in the Variant.

R em arks

You can use C olum n to assign the contents of a com bo box or list box to another
control, such as a text box. For exam ple, you can set the C ontrolSource



property of a text box to the value in the second colum n of a list box.

If the user m akes no selection w hen you refer to a colum n in a com bo box or list
box, the C olum n setting is N ull. You can check for this condition by using the
IsN ull function.

You can also use C olum n to copy an entire tw o-dim ensional array of values to a
control. This syntax lets you quickly load a list of choices rather than
individually loading each elem ent of the list using A ddItem .

N ote  W hen copying data from  a tw o-dim ensional array, C olum n transposes the
contents of the array in the control so that the contents of ListB ox1.C olum n(X,
Y) is the sam e as M yA rray(Y, X). You can also use L ist to copy an array w ithout
transposing it.
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C olum nC ount Property
Specifies the num ber of colum ns to display in a list box or com bo box.

Syntax

object.C olum nC ount [= Long]

The C olum nC ount property syntax has these parts:

Part D escription
objectR equired. A  valid object.
Long O ptional. Specifies the num ber of colum ns to display.

R em arks

If you set the C olum nC ount property for a list box to 3 on an em ployee form ,
one colum n can list last nam es, another can list first nam es, and the third can list
em ployee ID  num bers.

Setting C olum nC ount to 0 displays zero colum ns, and setting it to -1 displays
all the available colum ns. For an unbound data source, there is a 10-colum n lim it
(0 to 9).

You can use the C olum nW idths property to set the w idth of the colum ns
displayed in the control.



C olum nH eads Property
D isplays a single row  of colum n headings for list boxes, com bo boxes, and
objects that accept colum n headings.

Syntax

object.C olum nH eads [= Boolean]

The C olum nH eads property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. Specifies w hether the colum n headings are displayed.

Settings

The settings for Boolean are:

Value D escription
True D isplay colum n headings.
False D o not display colum n headings (default).

H eadings in com bo boxes appear only w hen the list drops dow n.

R em arks

W hen the system  uses the first row  of data item s as colum n headings, they can't
be selected.
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C olum nW idths Property
Specifies the w idth of each colum n in a m ulticolum n C om boB ox or L istB ox.

Syntax

object.C olum nW idths [= String]

The C olum nW idths property syntax has these parts:

Part D escription
objectR equired. A  valid object.

String

O ptional. Sets the colum n w idth in points. A  setting of ‌1 or blank results
in a calculated w idth. A  w idth of 0 hides a colum n. To specify a different
unit of m easurem ent, include the unit of m easure. A  value greater than 0
explicitly specifies the w idth of the colum n.

Settings

To separate colum n entries, use sem icolons (;) as list separators. O r use the list
separator specified in the R egional Settings section of the W indow s C ontrol
Panel.

A ny or all of the C olum nW idths property settings can be blank. You create a
blank setting by typing a list separator w ithout a preceding value.

If you specify a ‌1 in the property page, the displayed value in the property page
is a blank.

To calculate colum n w idths w hen C olum nW idths is blank or ‌1, the w idth of
the control is divided equally am ong all colum ns of the list. If the sum  of the
specified colum n w idths exceeds the w idth of the control, the list is left-aligned
w ithin the control and one or m ore of the rightm ost colum ns are not displayed.
U sers can scroll the list using the horizontal scroll bar to display the rightm ost
colum ns.

The m inim um  calculated colum n w idth is 72 points (1 inch). To produce



colum ns narrow er than this, you m ust specify the w idth explicitly.

U nless specified otherw ise, colum n w idths are m easured in points. To specify
another unit of m easure, include the units as part of the values. The follow ing
exam ples specify colum n w idths in several units of m easure and describe how
the various settings w ould fit in a three-colum n list box that is 4 inches w ide.

Setting E ffect

90;72;90 The first colum n is 90 points (1.25 inch); the second colum n is 72
points (1 inch); the third colum n is 90 points.

6 cm ;0;6
cm

The first colum n is 6 centim eters; the second colum n is hidden; the
third colum n is 6 centim eters. B ecause part of the third colum n is
visible, a horizontal scroll bar appears.

1.5
in;0;2.5
in

The first colum n is 1.5 inches, the second colum n is hidden, and the
third colum n is 2.5 inches.

2 in;;2
in

The first colum n is 2 inches, the second colum n is 1 inch (default), and
the third colum n is 2 inches. B ecause only half of the third colum n is
visible, a horizontal scroll bar appears.

(B lank) A ll three colum ns are the sam e w idth (1.33 inches).

R em arks

In a C om boB ox, the system  displays the colum n designated by the TextC olum n
property in the text box portion of the control. Setting TextC olum n to ‌1
displays the first colum n that has a C olum nW idths value greater than 0.
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C ontrolTipText Property
Specifies text that appears w hen the user briefly holds the m ouse pointer over a
control w ithout clicking.

Syntax

object.C ontrolTipText [= String]

The C ontrolTipText property syntax has these parts:

Part D escription
objectR equired. A  valid object.

String O ptional. The text that appears w hen the user holds the m ouse pointer
over a control.

R em arks

The C ontrolTipText property lets you give users tips about a control in a
running form . The property can be set during design tim e but only appears by
the control during run tim e.

The default value of C ontrolTipText is an em pty string. W hen the value of
C ontrolTipText is set to an em pty string, no tip is available for that control.
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C ount Property
R eturns the num ber of objects in a collection.

Syntax

object.C ount

The C ount property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The C ount property is read only.

N ote that the index value for the first page or tab of a collection is zero, the value
for the second page or tab is one, and so on. For exam ple, if a M ultiPage
contains tw o pages, the indexes of the pages are 0 and 1, and the value of C ount
is 2.



C urL ine Property
Specifies the current line of a control.

Syntax

object.C urL ine [= Long]

The C urL ine property syntax has these parts:

Part D escription
objectR equired. A  valid object.
Long O ptional. Specifies the current line of a control.

R em arks

The current line of a control is the line that contains the insertion point. The
num ber of the first line is 0.

The C urL ine property is valid w hen the control has focus.
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C urTargetX  Property
R etrieves the preferred horizontal position of the insertion point in a m ultiline
TextB ox or C om boB ox.

Syntax

object.C urTargetX

The C urTargetX  property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R eturn Values

The C urTargetX  property retrieves the preferred position, m easured in him etric
units. A  him etric is 0.0001 m eter.

R em arks

The target position is relative to the left edge of the control. If the length of a line
is less than the value of the C urTargetX  property, you can place the insertion
point at the end of the line. The value of C urTargetX  changes w hen the user
sets the insertion point or w hen the C urX  property is set. C urTargetX  is read-
only.

The return value is valid w hen the object has focus

You can use C urTargetX  and C urX  to m ove the insertion point as the user
scrolls through the contents of a m ultiline TextB ox or C om boB ox. W hen the
user m oves the insertion point to another line of text by scrolling the content of
the object, C urTargetX  specifies the preferred position for the insertion point.
C urX  is set to this value if the line of text is longer than the value of
C urTargetX . O therw ise, C urX  is set to the end of the line of text.
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C urX  Property
Specifies the current horizontal position of the insertion point in a m ultiline
TextB ox or C om boB ox.

Syntax

object.C urX  [= Long]

The C urX  property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long O ptional. Indicates the current position, m easured in him etrics. A
him etric is 0.0001 m eter.

R em arks

The C urX  property applies to a m ultiline TextB ox or C om boB ox. The return
value is valid w hen the object has the focus

You can use C urTargetX  and C urX  to position the insertion point as the user
scrolls through the contents of a m ultiline TextB ox or C om boB ox. W hen the
user m oves the insertion point to another line of text by scrolling the content of
the object, C urTargetX  specifies the preferred position for the insertion point.
C urX  is set to this value if the line of text is longer than the value of
C urTargetX . O therw ise, C urX  is set to the end of the line of text.
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C ycle Property
Specifies the action to take w hen the user leaves the last control on a Fram e or
Page.

Syntax

object.C ycle [=C ycle]

The C ycle property syntax has these parts:

Part D escription
objectR equired. A  valid object.

C ycle O ptional. Specifies w hether cycling includes controls nested in a Fram e
or M ultiPage.

Settings

The settings for C ycle are:

Value D escription

0 C ycles through the controls on the form  and the controls of the Fram e
and M ultiPage controls that are currently displayed on the form .

2
C ycles through the controls on the form , Fram e, or M ultiPage. The
focus stays w ithin the form , Fram e, or M ultiPage until the focus is
explicitly set to a control outside the form , Fram e, or M ultiPage.

If you specify a non-integer value for C ycle, the value is rounded up to the
nearest integer.

R em arks

The tab order identifies the order in w hich controls receive the focus as the user
tabs through a form  or subform . The C ycle property determ ines the action to
take w hen a user tabs from  the last control in the tab order.



The 0 setting transfers the focus to the first control of the next Fram e or
M ultiPage on the form  w hen the user tabs from  the last control in the tab order.

The 2 setting transfers the focus to the first control of the sam e form , Fram e, or
M ultiPage w hen the user tabs from  the last control in the tab order.
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D efault Property
D esignates the default C om m andB utton on a form .

Syntax

object.D efault [= Boolean]

The D efault property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the com m and button is the default.

Settings

The settings for Boolean are:

Value D escription
True The C om m andB utton is the default button.
False The C om m andB utton is not the default button (default).

R em arks

A  C om m andB utton or an object that acts like a com m and button can be
designated as the default com m and button. O nly one object on a form  can be the
default com m and button. Setting the D efault property to True for one object
autom atically sets it to False for all other objects on the form .

To choose the default com m and button on an active form , the user can click the
button, or press EN TER  w hen no other C om m andB utton has the focus.

D efault is provided for O LE container controls that specifically act like
C om m andB utton controls.

Tip You should consider m aking the C ancel button the default button for form s



that support operations that can't be undone (such as delete). To do this, set both
D efault and the C ancel property to True.



D elay Property
Specifies the delay on a SpinB utton or ScrollB ar.

Syntax

object.D elay [= Long]

The D elay property syntax has these parts:

Part D escription
objectR equired. A  valid object.
Long O ptional. The delay, in m illiseconds, betw een events.

R em arks

The D elay property affects the am ount of tim e betw een consecutive SpinU p,
SpinD ow n, and C hange events generated w hen the user clicks and holds dow n a
button on a SpinB utton or ScrollB ar. The first event occurs im m ediately. The
delay to the second occurrence of the event is five tim es the value of the
specified D elay. This initial lag m akes it easy to generate a single event rather
than a stream  of events.

A fter the initial lag, the interval betw een events is the value specified for D elay.

The default value of D elay is 50 m illiseconds. This m eans the object initiates the
first event after 250 m illiseconds (5 tim es the specified value) and initiates each
subsequent event after 50 m illiseconds.



D ragB ehavior Property
Specifies w hether the system  enables the drag-and-drop feature for a TextB ox or
C om boB ox.

Syntax

object.D ragB ehavior [=D ragBehavior]

The D ragB ehavior property syntax has these parts:

Part D escription
object R equired. A  valid object.
D ragBehaviorO ptional. Specifies w hether the drag-and-drop feature is enabled.

Settings

The settings for D ragBehavior are:

Value D escription
0 D oes not allow  a drag-and-drop action (default).
1 A llow s a drag-and-drop action.

R em arks

If the D ragB ehavior property is enabled, dragging in a text box or com bo box
starts a drag-and-drop operation on the selected text. If D ragB ehavior is
disabled, dragging in a text box or com bo box selects text.

The drop-dow n portion of a C om boB ox does not support drag-and-drop
processes, nor does it support selection of list item s w ithin the text.

D ragB ehavior has no effect on a C om boB ox w hose Style property is set to 2.

N ote  You can com bine the effects of the E nterFieldB ehavior property and
D ragB ehavior to create a large num ber of text box styles.





D ropB uttonStyle Property
Specifies the sym bol displayed on the drop button in a C om boB ox.

Syntax

object.D ropB uttonStyle [=D ropButtonStyle]

The D ropB uttonStyle property syntax has these parts:

Part D escription
object R equired. A  valid object.
D ropButtonStyle O ptional. The appearance of the drop button.

Settings

The settings for D ropButtonStyle are:

Value D escription
0 D isplays a plain button, w ith no sym bol.
1 D isplays a dow n arrow  (default).
2 D isplays an ellipsis (...).
3 D isplays a horizontal line like an underscore character.

R em arks

The recom m ended setting for show ing item s in a list is 1.
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E nabled Property
Specifies w hether a control can receive the focus and respond to user-generated
events.

Syntax

object.E nabled [= Boolean]

The E nabled property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the object can respond to user-generated events.

Settings

The settings for Boolean are:

Value D escription

True The control can receive the focus and respond to user-generated events,
and is accessible through code (default).

False
The user cannot interact w ith the control by using the m ouse, keystrokes,
accelerators, or hotkeys. The control is generally still accessible through
code.

R em arks

U se the E nabled property to enable and disable controls. A  disabled control
appears dim m ed, w hile an enabled control does not. A lso, if a control displays a
bitm ap, the bitm ap is dim m ed w henever the control is dim m ed. If E nabled is
False for an Im age, the control does not initiate events but does not appear
dim m ed.

The E nabled and L ocked properties w ork together to achieve the follow ing



effects:

If E nabled and L ocked are both True, the control can receive focus and
appears norm ally (not dim m ed) in the form . The user can copy, but not edit,
data in the control.
If E nabled is True and L ocked is False, the control can receive focus and
appears norm ally in the form . The user can copy and edit data in the
control.
If E nabled is False and L ocked is True, the control cannot receive focus
and is dim m ed in the form . The user can neither copy nor edit data in the
control.
If E nabled and L ocked are both False, the control cannot receive focus
and is dim m ed in the form . The user can neither copy nor edit data in the
control.

You can com bine the settings of the E nabled and the TabStop properties to
prevent the user from  selecting a com m and button w ith TA B , w hile still allow ing
the user to click the button. Setting TabStop to False m eans that the com m and
button w on't appear in the tab order. H ow ever, if E nabled is True, then the user
can still click the com m and button, as long as TakeFocusO nC lick is set to
True.

W hen the user tabs into an enabled M ultiPage or TabStrip, the first page or tab
in the control receives the focus. If the first page or tab of a M ultiPage or
TabStrip is disabled, the first enabled page or tab of that control receives the
focus. If all pages or tabs of a M ultiPage or TabStrip are disabled, the control is
disabled and cannot receive the focus.

If a Fram e is disabled, all controls that it contains are disabled.

C licking a disabled L istB ox does not initiate the C lick event.
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E nterFieldB ehavior Property
Specifies the selection behavior w hen entering a TextB ox or C om boB ox.

Syntax

object.E nterFieldB ehavior [=EnterFieldBehavior]

The E nterFieldB ehavior property syntax has these parts:

Part D escription
object R equired. A  valid object.
EnterFieldBehaviorO ptional. The desired selection behavior.

Settings

The settings for EnterFieldBehavior are:

Value D escription

0 Selects the entire contents of the edit region w hen entering the control
(default).

1 Leaves the selection unchanged. V isually, this uses the selection that w as
in effect the last tim e the control w as active.

R em arks

The E nterFieldB ehavior property controls the w ay text is selected w hen the
user tabs to the control, not w hen the control receives focus as a result of the
SetFocus m ethod. Follow ing SetFocus, the contents of the control are not
selected and the insertion point appears after the last character in the control's
edit region.

N ote  You can com bine the effects of the E nterFieldB ehavior property and
D ragB ehavior to create a large num ber of text box styles.
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E nterK eyB ehavior Property
D efines the effect of pressing EN TER  in a TextB ox.

Syntax

object.E nterK eyB ehavior [= Boolean]

The E nterK eyB ehavior property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. Specifies the effect of pressing EN TER .

Settings

The settings for Boolean are:

Value D escription
True Pressing EN TER  creates a new  line.

False Pressing EN TER  m oves the focus to the next object in the tab order
(default).

R em arks

The E nterK eyB ehavior and M ultiL ine properties are closely related. The
values described above only apply if M ultiL ine is True. If M ultiL ine is False,
pressing EN TER  alw ays m oves the focus to the next control in the tab order
regardless of the value of E nterK eyB ehavior.

The effect of pressing C TR L+EN TER  also depends on the value of M ultiL ine.
If M ultiL ine is True, pressing C TR L+EN TER  creates a new  line regardless of
the value of E nterK eyB ehavior. If M ultiL ine is False, pressing
C TR L+EN TER  has no effect.
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ForeC olor Property
Specifies the foreground color of an object.

Syntax

object.ForeC olor [= Long]

The ForeC olor property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long O ptional. A  value or constant that determ ines the foreground color of an
object.

Settings

You can use any integer that represents a valid color. You can also specify a
color by using the R G B  function w ith red, green, and blue color com ponents.
The value of each color com ponent is an integer that ranges from  zero to 255.
For exam ple, you can specify teal blue as the integer value 4966415 or as red,
green, and blue color com ponents 15, 200, 75, as show n in the follow ing
exam ple.

RGB(15,200,75)

  

R em arks

U se the ForeC olor property for controls on form s to m ake them  easy to read or
to convey a special m eaning. For exam ple, if a text box reports the num ber of
units in stock, you can change the color of the text w hen the value falls below
the reorder level.

For a ScrollB ar or SpinB utton, ForeC olor sets the color of the arrow s. For a
Fram e, ForeC olor changes the color of the caption. For a Font object,
ForeC olor determ ines the color of the text.
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G roupN am e Property
C reates a group of m utually exclusive O ptionB utton controls.

Syntax

object.G roupN am e [= String]

The G roupN am e property syntax has these parts:

Part D escription
objectR equired. A  valid O ptionB utton.

String
O ptional. The nam e of the group that includes the O ptionB utton. U se
the sam e setting for all buttons in the group. The default setting is an
em pty string.

R em arks

To create a group of m utually exclusive O ptionB utton controls, you can put the
buttons in a Fram e on your form , or you can use the G roupN am e property.
G roupN am e is m ore efficient for the follow ing reasons:

You do not have to include a Fram e for each group. B y not using a Fram e,
you reduce the num ber of controls on the form , and in turn, im prove
perform ance and reduce the size of the form .
You have m ore design flexibility. If you use a Fram e to create the group,
all the buttons m ust be inside the Fram e. If you w ant m ore than one group,
you m ust have one Fram e for each group. H ow ever, if you use
G roupN am e to create the group, the group can include option buttons
anyw here on the form . If you w ant m ore than one group, specify a unique
nam e for each group; you can still place the individual controls anyw here
on the form .
You can create buttons w ith transparent backgrounds, w hich can im prove
the visual appearance of your form . The Fram e is not a transparent control.

R egardless of w hich m ethod you use to create the group of buttons, clicking one
button in a group sets all other buttons in the sam e group to False. A ll option



buttons w ith the sam e G roupN am e w ithin a single container are m utually
exclusive. You can use the sam e group nam e in tw o containers, but doing so
creates tw o groups (one in each container) rather than one group that includes
both containers.

For exam ple, assum e your form  includes som e option buttons and a M ultiPage
that also includes option buttons. The option buttons on the M ultiPage are one
group and the buttons on the form  are another group. The tw o groups do not
affect each other. C hanging the setting of a button on the M ultiPage does not
affect the buttons on the form .
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H eight, W idth Properties
The height or w idth, in points, of an object.

Syntax

object.H eight [= Single]

object.W idth [= Single]

The H eight and W idth property syntaxes have these parts:

Part D escription
objectR equired. A  valid object.
SingleO ptional. A  num eric expression specifying the dim ensions of an object.

R em arks

The H eight and W idth properties are autom atically updated w hen you m ove or
size a control. If you specify a setting for the L eft or Top property that is less
than zero, that value w ill be used to calculate the height or w idth of the control,
but a portion of the control w ill not be visible on the form .

If you m ove a control from  one part of a form  to another, the setting of H eight or
W idth only changes if you size the control as you m ove it. The settings of the
control's L eft and Top properties w ill change to reflect the control's new  position
relative to the edges of the form  that contains it.

The value assigned to H eight or W idth m ust be greater than or equal to zero.
For m ost system s, the recom m ended range of values is from  0 to +32,767.
H igher values m ay also w ork depending on your system  configuration.

For m ost system s, the recom m ended range of values for L eft and Top is from
-32,767 to +32,767. O ther values m ay also w ork depending on your system
configuration. For a C om boB ox, values of L eft and Top apply to the text
portion of the control, not to the list portion. W hen you m ove or size a control,
its new  L eft setting is autom atically entered in the property sheet. W hen you



print a form , the control's horizontal or vertical location is determ ined by its L eft
or Top setting.
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H ideSelection Property
Specifies w hether selected text rem ains highlighted w hen a control does not
have the focus.

Syntax

object.H ideSelection [= Boolean]

The H ideSelection property syntax has these parts:

Part D escription
object R equired. A  valid object.

Boolean O ptional. W hether the selected text rem ains highlighted even w hen the
control does not have the focus.

Settings

The settings for Boolean are:

Value D escription
True Selected text is not highlighted unless the control has the focus (default).
False Selected text alw ays appears highlighted.

R em arks

You can use the H ideSelection property to m aintain highlighted text w hen
another form  or a dialog box receives the focus, such as in a spell-checking
procedure.
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IM E M ode Property
The feature or som e of the options described in this H elp topic are only available
if support for Japanese, Sim plified C hinese, Traditional C hinese, or K orean is
enabled through M icrosoft O ffice Language Settings.

Specifies the default run-tim e m ode of the Input M ethod Editor (IM E) for a
control. This property applies only to applications w ritten for A sian languages
and is ignored in other applications.

Syntax

object.IM E M ode [= fm IM EM ode]

The IM E M ode property syntax has these parts:

Part D escription
object R equired. A  valid object.
fm IM EM ode O ptional. The m ode of the Input M ethod Editor (IM E).

Settings

The settings for fm IM EM ode are:

Value D escription
0 D oes not control IM E (default).
1 IM E on.
2 IM E off. English m ode.
3 IM E off. U ser can‒t turn on IM E by keyboard.
4 IM E on w ith Full-w idth H iragana m ode.
5 IM E on w ith Full-w idth K atakana m ode.
6 IM E on w ith H alf-w idth K atakana m ode.
7 IM E on w ith Full-w idth A lphanum eric m ode.
8 IM E on w ith H alf-w idth A lphanum eric m ode.
9 IM E on w ith Full-w idth H angul m ode.



10 IM E on w ith H alf-w idth H angul m ode.

A  setting of 0 indicates that the m ode of the IM E does not change w hen the
control receives focus at run tim e. For any other value, the m ode of the IM E is
set to the value specified by the IM E M ode property w hen the control receives
focus at run tim e.



Index Property
The position of a Tab object w ithin a Tabs collection or a Page object in a
Pages collection.

Syntax

object.Index [= Integer]

The Index property syntax has these parts:

Part D escription
object R equired. A  valid object.
IntegerO ptional. The index of the currently selected Tab object.

R em arks

The Index property specifies the order in w hich tabs appear. C hanging the value
of Index visually changes the order of Pages in a M ultiPage or Tabs on a
TabStrip. The index value for the first page or tab is zero, the index value of the
second page or tab is one, and so on.

In a M ultiPage, Index refers to a Page as w ell as the page's Tab. In a TabStrip,
Index refers to the tab only.
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InsideH eight, InsideW idth Properties
InsideH eight returns the height, in points, of the client region inside a Fram e.
InsideW idth returns the w idth, in points, of the client region inside a Fram e.

Syntax

object.InsideH eight

object.InsideW idth

The InsideH eight and InsideW idth property syntaxes have these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The InsideH eight and InsideW idth properties are read-only.



IntegralH eight Property
Indicates w hether a L istB ox or TextB ox displays full lines of text in a list or
partial lines.

Syntax

object.IntegralH eight [= Boolean]

The IntegralH eight property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the list displays partial lines of text.

Settings

The settings for Boolean are:

Value D escription
True The list resizes itself to display only com plete item s (default).

False The list does not resize itself even if the item  is too tall to display
com pletely.

R em arks

The IntegralH eight property relates to the height of the list, just as the A utoSize
property relates to the w idth of the list.

If IntegralH eight is True, the list box autom atically resizes w hen necessary to
show  full row s. If False, the list rem ains a fixed size; if item s are taller than the
available space in the list, the entire item  is not show n.





K eepScrollB arsV isible Property
Specifies w hether scroll bars rem ain visible w hen not required.

Syntax

object.K eepScrollB arsV isible [=ScrollBars]

The K eepScrollB arsV isible property syntax has these parts:

Part D escription
object R equired. A  valid object.
ScrollBarsO ptional. W here scroll bars are displayed.

Settings

The settings for ScrollBars are:

Value D escription
0 D isplays no scroll bars.
1 D isplays a horizontal scroll bar.
2 D isplays a vertical scroll bar.
3 D isplays both a horizontal and a vertical scroll bar (default).

R em arks

If the visible region is large enough to display all the controls on an object such
as a Page object, scroll bars are not required. The K eepScrollB arsV isible
property determ ines w hether the scroll bars rem ain visible w hen they are not
required.

If the scroll bars are visible w hen they are not required, they appear norm al in
size, and the scroll box fills the entire w idth or height of the scroll bar.

If the K eepScrollB arsV isible property is True, any scroll bar on a form  or page



is alw ays visible, regardless of w hether the object's contents fit w ithin the
object's borders.



L argeC hange Property
Specifies the am ount of m ovem ent that occurs w hen the user clicks betw een the
scroll box and scroll arrow .

Syntax

object.L argeC hange [= Long]

The L argeC hange property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long O ptional. A n integer that specifies the am ount of change to the Value
property.

R em arks

The L argeC hange property applies only to the ScrollB ar. It does not apply to
the scrollbars in other controls such as a TextB ox or a drop-dow n C om boB ox.

The value of L argeC hange is the am ount by w hich the ScrollB ar's Value
property changes w hen the user clicks the area betw een the scroll box and scroll
arrow . The direction of the m ovem ent is alw ays tow ard the place w here the user
clicks. For exam ple, in a horizontal ScrollB ar, clicking to the left of the scroll
box m oves the scroll box to the left. In a vertical ScrollB ar, clicking above the
scroll box m oves the scroll box up.

L argeC hange does not have units. A ny integer is a valid setting for
L argeC hange. The recom m ended range of values is from  ‌32,767 to +32,767,
and the value m ust be betw een the values of the M ax and M in properties of the
ScrollB ar.
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L eft, Top Properties
The distance betw een a control and the left or top edge of the form  that contains
it.

Syntax

object.L eft [= Single]

object.Top [= Single]

The L eft and Top property syntaxes have these parts:

Part D escription
objectR equired. A  valid object.
SingleO ptional. A  num eric expression specifying the coordinates of an object.

Settings

Setting the L eft or Top property to 0 places the control's edge at the left or top
edge of its container.

R em arks

For m ost system s, the recom m ended range of values for L eft and Top is from
-32,767 to +32,767. O ther values m ay also w ork depending on your system
configuration. For a C om boB ox, values of L eft and Top apply to the text
portion of the control, not to the list portion. W hen you m ove or size a control,
its new  L eft setting is autom atically entered in the property sheet. W hen you
print a form , the control's horizontal or vertical location is determ ined by its L eft
or Top setting.

The H eight and W idth properties are autom atically updated w hen you m ove or
size a control. If you specify a setting for the L eft or Top property that is less
than zero, that value w ill be used to calculate the height or w idth of the control,
but a portion of the control w ill not be visible on the form .



If you m ove a control from  one part of a form  to another, the setting of H eight or
W idth only changes if you size the control as you m ove it. The settings of the
control's L eft and Top properties w ill change to reflect the control's new  position
relative to the edges of the form  that contains it.

The value assigned to H eight or W idth m ust be greater than or equal to zero.
For m ost system s, the recom m ended range of values is from  0 to +32,767.
H igher values m ay also w ork depending on your system  configuration.



L ineC ount Property
R eturns the num ber of text lines in a TextB ox or C om boB ox.

Syntax

object.L ineC ount

The L ineC ount property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The L ineC ount property is read-only.

N ote  A  C om boB ox w ill only have one line.
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L ist Property
R eturns or sets the list entries of a L istB ox or C om boB ox.

Syntax

object.L ist( row, colum n ) [= Variant]

The L ist property syntax has these parts:

Part D escription
object R equired. A  valid object.

row R equired. A n integer w ith a range from  0 to one less than the num ber of
entries in the list.

colum n R equired. A n integer w ith a range from  0 to one less than the num ber of
colum ns.

VariantO ptional. The contents of the specified entry in the L istB ox orC om boB ox.

Settings

R ow  and colum n num bering begins w ith zero. That is, the row  num ber of the
first row  in the list is zero; the colum n num ber of the first colum n is zero. The
num ber of the second row  or colum n is 1, and so on.

R em arks

The L ist property w orks w ith the L istC ount and L istIndex properties. U se L ist
to access list item s. A  list is a variant array; each item  in the list has a row
num ber and a colum n num ber.

Initially, C om boB ox and L istB ox contain em pty lists.

N ote  To specify item s you w ant to display in a C om boB ox or L istB ox, use the
A ddItem  m ethod. To rem ove item s, use the R em oveItem  m ethod.

U se L ist to copy an entire tw o-dim ensional array of values to a control. U se



A ddItem  to load a one-dim ensional array or to load an individual elem ent.



L istC ount Property
R eturns the num ber of list entries in a control.

Syntax

object.L istC ount

The L istC ount property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The L istC ount property is read-only. L istC ount is the num ber of row s over
w hich you can scroll. L istC ount is alw ays one greater than the largest value for
the L istIndex property, because index num bers begin w ith 0 and the count of
item s begins w ith 1. If no item  is selected, L istC ount is 0 and L istIndex is ‌1.
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L istIndex Property
Identifies the currently selected item  in a L istB ox or C om boB ox.

Syntax

object.L istIndex [= Variant]

The L istIndex property syntax has these parts:

Part D escription
object R equired. A  valid object.
VariantO ptional. The currently selected item  in the control.

R em arks

The L istIndex property contains an index of the selected row  in a list. Values of
L istIndex range from  ‌1 to one less than the total num ber of row s in a list (that
is, L istC ount ‌ 1). W hen no row s are selected, L istIndex returns ‌1. W hen the
user selects a row  in a L istB ox or C om boB ox, the system  sets the L istIndex
value. The L istIndex value of the first row  in a list is 0, the value of the second
row  is 1, and so on.

N ote  If you use the M ultiSelect property to create a L istB ox that allow s
m ultiple selections, the Selected property of the L istB ox (rather than the
L istIndex property) identifies the selected row s. The Selected property is an
array w ith the sam e num ber of values as the num ber of row s in the L istB ox. For
each row  in the list box, Selected is True if the row  is selected and False if it is
not. In a L istB ox that allow s m ultiple selections, L istIndex returns the index of
the row  that has focus, regardless of w hether that row  is currently selected.

The L istIndex value is also available by setting the B oundC olum n property to
0 for a com bo box or list box. If B oundC olum n is 0, the underlying data source
to w hich the com bo box or list box is bound contains the sam e list index value as
L istIndex.





L istR ow s Property
Specifies the m axim um  num ber of row s to display in the list.

Syntax

object.L istR ow s [= Long]

The L istR ow s property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long O ptional. A n integer indicating the m axim um  num ber of row s. The
default value is 8.

R em arks

If the num ber of item s in the list exceeds the value of the L istR ow s property, a
scroll bar appears at the right edge of the list-box portion of the com bo box.



L istStyle Property
Specifies the visual appearance of the list in a L istB ox or C om boB ox.

Syntax

object.L istStyle [=ListStyle]

The L istStyle property syntax has these parts:

Part D escription
object R equired. A  valid object.
ListStyle O ptional. The visual style of the list.

Settings

The settings for ListStyle are:

Value D escription
0 Looks like a regular list box, w ith the background of item s highlighted.

1

Show s option buttons, or check boxes for a m ulti-select list (default).
W hen the user selects an item  from  the group, the option button
associated w ith that item  is selected and the option buttons for the other
item s in the group are deselected.

R em arks

The L istStyle property lets you change the visual presentation of a L istB ox or
C om boB ox. B y specifying a setting other than 0, you can present the contents of
either control as a group of individual item s, w ith each item  including a visual
cue to indicate w hether it is selected.

If the control supports a single selection (the M ultiSelect property is set to 0),
the user can press one button in the group. If the control supports m ulti-select,
the user can press tw o or m ore buttons in the group.





L istW idth Property
Specifies the w idth of the list in a C om boB ox.

Syntax

object.L istW idth [= Variant]

The L istW idth property syntax has these parts:

Part D escription
object R equired. A  valid object.

Variant
O ptional. The w idth of the list. A  value of zero m akes the list as w ide as
the C om boB ox. The default value is to m ake the list as w ide as the text
portion of the control.

R em arks

If you w ant to display a m ulticolum n list, enter a value that w ill m ake the list
box w ide enough to fit all the colum ns.

Tip W hen designing com bo boxes, be sure to leave enough space to display your
data and for a vertical scroll bar.
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L ocked Property
Specifies w hether a control can be edited.

Syntax

object.L ocked [= Boolean]

The L ocked property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the control can be edited.

Settings

The settings for Boolean are:

Value D escription
True You can't edit the value.
False You can edit the value (default).

R em arks

W hen a control is locked and enabled, it can still initiate events and can still
receive the focus.

The E nabled and L ocked properties w ork together to achieve the follow ing
effects:

If E nabled and L ocked are both True, the control can receive focus and
appears norm ally (not dim m ed) in the form . The user can copy, but not edit,
data in the control.
If E nabled is True and L ocked is False, the control can receive focus and
appears norm ally in the form . The user can copy and edit data in the



control.
If E nabled is False and L ocked is True, the control cannot receive focus
and is dim m ed in the form . The user can neither copy nor edit data in the
control.
If E nabled and L ocked are both False, the control cannot receive focus
and is dim m ed in the form . The user can neither copy nor edit data in the
control.
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M atchE ntry Property
R eturns or sets a value indicating how  a L istB ox or C om boB ox searches its list
as the user types.

Syntax

object.M atchE ntry [=M atchEntry]

The M atchE ntry property syntax has these parts:

Part D escription
object R equired. A  valid object.
M atchEntry O ptional. The rule used to m atch entries in the list.

Settings

The settings for M atchEntry are:

Value D escription

0
B asic m atching. The control searches for the next entry that starts w ith
the character entered. R epeatedly typing the sam e letter cycles through
all entries beginning w ith that letter.

1 Extended m atching. A s each character is typed, the control searches for
an entry m atching all characters entered (default).

2 N o m atching.

R em arks

The M atchE ntry property searches entries from  the TextC olum n property of a
L istB ox or C om boB ox.

The control searches the colum n identified by TextC olum n for an entry that
m atches the user's typed entry. U pon finding a m atch, the row  containing the
m atch is selected, the contents of the colum n are displayed, and the contents of



its B oundC olum n property becom e the value of the control. If the m atch is
unam biguous, finding the m atch initiates the C lick event.

The control initiates the C lick event as soon as the user types a sequence of
characters that m atch exactly one entry in the list. A s the user types, the entry is
com pared w ith the current row  in the list and w ith the next row  in the list. W hen
the entry m atches only the current row , the m atch is unam biguous.

In M icrosoft Form s, this is true regardless of w hether the list is sorted. This
m eans the control finds the first occurrence that m atches the entry, based on the
order of item s in the list. For exam ple, entering either "abc" or "bc" w ill initiate
the C lick event for the follow ing list:

abcde

bcdef

abcxyz

bchij

  

N ote that in either case, the m atched entry is not unique; how ever, it is
sufficiently different from  the adjacent entry that the control interprets the m atch
as unam biguous and initiates the C lick event.



M atchFound Property
Indicates w hether the text that a user has typed into a C om boB ox m atches any
of the entries in the list.

Syntax

object.M atchFound

The M atchFound property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R eturn Values

The M atchFound property return values are:

Value D escription
True The contents of the Value property m atches one of the records in the list.

False The contents of Value does not m atch any of the records in the list
(default).

R em arks

The M atchFound property is read-only. It is not applicable w hen the
M atchE ntry property is set to 2.
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M atchR equired Property
Specifies w hether a value entered in the text portion of a C om boB ox m ust
m atch an entry in the existing list portion of the control. The user can enter non-
m atching values, but m ay not leave the control until a m atching value is entered.

Syntax

object.M atchR equired [= Boolean]

The M atchR equired property syntax has these parts:

Part D escription
object R equired. A  valid object.

Boolean O ptional. W hether the text entered m ust m atch an existing item  in the
list.

Settings

The settings for Boolean are:

Value D escription
True The text entered m ust m atch an existing list entry.
False The text entered can be different from  all existing list entries (default).

R em arks

If the M atchR equired property is True, the user cannot exit the C om boB ox
until the text entered m atches an entry in the existing list. M atchR equired
m aintains the integrity of the list by requiring the user to select an existing entry.

N ote  N ot all containers enforce this property.





M ax, M in Properties
Specify the m axim um  and m inim um  acceptable values for the Value property of
a ScrollB ar or SpinB utton.

Syntax

object.M ax [= Long]

object.M in [= Long]

The M ax and M in property syntaxes have these parts:

Part D escription
objectR equired. A  valid object.

Long O ptional. A  num eric expression specifying the m axim um  or m inim um
Value property setting.

R em arks

C licking a SpinB utton or m oving the scroll box in a ScrollB ar changes the
Value property of the control.

The value for the M ax property corresponds to the low est position of a vertical
ScrollB ar or the rightm ost position of a horizontal ScrollB ar. The value for the
M in property corresponds to the highest position of a vertical ScrollB ar or the
leftm ost position of a horizontal ScrollB ar.

A ny integer is an acceptable setting for this property. The recom m ended range of
values is from  ‌32,767 to +32,767. The default value is 1.

N ote M in    and M ax refer to locations, not to relative values, on the ScrollB ar.
That is, the value of M ax could be less than the value of M in. If this is the case,
m oving tow ard the M ax (bottom ) position m eans decreasing Value; m oving
tow ard the M in (top) position m eans increasing Value.





M axL ength Property
Specifies the m axim um  num ber of characters a user can enter in a TextB ox or
C om boB ox.

Syntax

object.M axL ength [= Long]

The M axL ength property syntax has these parts:

Part D escription
objectR equired. A  valid object.
Long O ptional. A n integer indicating the allow able num ber of characters.

R em arks

Setting the M axL ength property to 0 indicates there is no lim it other than that
created by m em ory constraints.



M ouseIcon Property
A ssigns a custom  icon to an object.

Syntax

object.M ouseIcon = L oadPicture( pathnam e )

The M ouseIcon property syntax has these parts:

Part D escription
object R equired. A  valid object.

pathnam e R equired. A  string expression specifying the path and filenam e of the
file containing the custom  icon.

R em arks

The M ouseIcon property is valid w hen the M ousePointer property is set to 99.
The m ouse icon of an object is the im age that appears w hen the user m oves the
m ouse across that object.

To assign an im age for the m ouse pointer, you can either assign a picture to the
M ouseIcon property or load a picture from  a file using the L oadPicture
function.



M ousePointer Property
Specifies the type of pointer displayed w hen the user positions the m ouse over a
particular object.

Syntax

object.M ousePointer [=M ousePointer]

The M ousePointer property syntax has these parts:

Part D escription
object R equired. A  valid object.
M ousePointerO ptional. The shape you w ant for the m ouse pointer.

Settings

The settings for M ousePointer are:

Value D escription
0 Standard pointer. The im age is determ ined by the object (default).
1 A rrow .
2 C ross-hair pointer.
3 I-beam .
6 D ouble arrow  pointing northeast and southw est.
7 D ouble arrow  pointing north and south.
8 D ouble arrow  pointing northw est and southeast.
9 D ouble arrow  pointing w est and east.
10 U p arrow .
11 H ourglass.

12 "N ot" sym bol (circle w ith a diagonal line) on top of the object being
dragged. Indicates an invalid drop target.

13 A rrow  w ith an hourglass.
14 A rrow  w ith a question m ark.



15 Size all cursor (arrow s pointing north, south, east, and w est).
99 U ses the icon specified by the M ouseIcon property.

R em arks

U se the M ousePointer property w hen you w ant to indicate changes in
functionality as the m ouse pointer passes over controls on a form . For exam ple,
the hourglass setting (11) is useful to indicate that the user m ust w ait for a
process or operation to finish.

Som e icons vary depending on system  settings, such as the icons associated w ith
desktop them es.
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M ultiL ine Property
Specifies w hether a control can accept and display m ultiple lines of text.

Syntax

object.M ultiL ine [= Boolean]

The M ultiL ine property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the control supports m ore than one line of text.

Settings

The settings for Boolean are:

Value D escription
True The text is displayed across m ultiple lines (default).
False The text is not displayed across m ultiple lines.

R em arks

A  m ultiline TextB ox allow s absolute line breaks and adjusts its quantity of lines
to accom m odate the am ount of text it holds. If needed, a m ultiline control can
have vertical scroll bars.

A  single-line TextB ox doesn't allow  absolute line breaks and doesn't use vertical
scroll bars.

For controls that support the M ultiL ine property as w ell as the W ordW rap
property, W ordW rap is ignored w hen M ultiL ine is False.

Single-line controls ignore the value of the W ordW rap property.



N ote  If you change M ultiL ine to False in a m ultiline TextB ox, all the
characters in the TextB ox w ill be com bined into one line, including non-printing
characters (such as carriage returns and new -lines).

The E nterK eyB ehavior and M ultiL ine properties are closely related. The
E nterK eyB ehavior values of True and False only apply if M ultiL ine is True.
If M ultiL ine is False, pressing EN TER  alw ays m oves the focus to the next
control in the tab order regardless of the value of E nterK eyB ehavior.

The effect of pressing C TR L+EN TER  also depends on the value of M ultiL ine.
If M ultiL ine is True, pressing C TR L+EN TER  creates a new  line regardless of
the value of E nterK eyB ehavior. If M ultiL ine is False, pressing
C TR L+EN TER  has no effect.

The TabK eyB ehavior and M ultiL ine properties are closely related. The values
described above only apply if M ultiL ine is True. If M ultiL ine is False,
pressing TA B  alw ays m oves the focus to the next control in the tab order
regardless of the value of TabK eyB ehavior.

The effect of pressing C TR L+TA B  also depends on the value of M ultiL ine. If
M ultiL ine is True, pressing C TR L+TA B  creates a new  line regardless of the
value of TabK eyB ehavior. If M ultiL ine is False, pressing C TR L+TA B  has no
effect.



M ultiR ow  Property
Specifies w hether the control has m ore than one row  of tabs.

Syntax

object.M ultiR ow  [= Boolean]

The M ultiR ow  property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the control has m ore than one row  of tabs.

Settings

The settings for Boolean are:

Value D escription
True A llow s m ore than one row  of tabs.
False R estricts tabs to a single row  (default).

R em arks

The w idth and num ber of tabs determ ines the num ber of row s. C hanging the
control's size also changes the num ber of row s. This allow s the developer to
resize the control and ensure that tabs w rap to fit the control. If the M ultiR ow
property is False, then truncation occurs if the w idth of the tabs exceeds the
w idth of the control.

If M ultiR ow  is False and tabs are truncated, there w ill be a sm all scroll bar on
the TabStrip to allow  scrolling to the other tabs or pages.
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M ultiSelect Property
Indicates w hether the object perm its m ultiple selections.

Syntax

object.M ultiSelect [=M ultiSelect]

The M ultiSelect property syntax has these parts:

Part D escription
object R equired. A  valid object.
M ultiSelectO ptional. The selection m ode that the control uses.

Settings

The settings for M ultiSelect are:

Value D escription
0 O nly one item  can be selected (default).

1 Pressing the SPA C EB A R  or clicking selects or deselects an item  in the
list.

2

Pressing SH IFT and clicking the m ouse, or pressing SH IFT and one of
the arrow  keys, extends the selection from  the previously selected item  to
the current item . Pressing C TR L and clicking the m ouse selects or
deselects an item .

R em arks

W hen the M ultiSelect property is set to Extended or Sim ple, you m ust use the
list box's Selected property to determ ine the selected item s. A lso, the Value
property of the control is alw ays N ull.

The L istIndex property returns the index of the row  w ith the keyboard focus.
<P>
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N am e Property
Specifies the nam e of a control or an object, or the nam e of a font to associate
w ith a Font object.

Syntax

For Font
Font.N am e [= String]

For all other controls and objects
object.N am e [= String]

The N am e property syntax has these parts:

Part D escription
objectR equired. A  valid object.
String O ptional. The nam e you w ant to assign to the font or control.

Settings

G uidelines for assigning a string to N am e, such as the m axim um  length of the
nam e, vary from  one application to another.

R em arks

For objects, the default value of N am e consists of the object's class nam e
follow ed by an integer. For exam ple, the default nam e for the first TextB ox you
place on a form  is TextB ox1. The default nam e for the second TextB ox is
TextB ox2.

You can set the N am e property for a control from  the control's property sheet or,
for controls added at run tim e, by using program  statem ents. If you add a control
at design tim e, you cannot m odify its N am e property at run tim e.

Each control added to a form  at design tim e m ust have a unique nam e.



For Font objects, N am e identifies a particular typeface to use in the text portion
of a control, object, or form . The font's appearance on screen and in print m ay
differ, depending on your com puter and printer. If you select a font that your
system  can't display or that isn't installed, W indow s substitutes a sim ilar font.



O bject Property
O verrides a standard property or m ethod w hen a new  control has a property or
m ethod of the sam e nam e.

Syntax

object.O bject[.property |.m ethod]

The O bject property syntax has these parts:

Part D escription

object R equired. The nam e of an object you have added to the M icrosoft
Form s Toolbox.

property O ptional. A  property that has the sam e nam e as a standard M icrosoft
Form s property.

m ethod O ptional. A  m ethod that has the sam e nam e as a standard M icrosoft
Form s m ethod.

R em arks

O bject is read-only.

If you add a new  control to the M icrosoft Form s Toolbox, it is possible that the
added control w ill have a property or m ethod w ith the sam e nam e as a standard
M icrosoft Form s property or m ethod. The O bject property lets you use the
property or m ethod from  the added control, rather than the standard property or
m ethod.



O rientation Property
Specifies w hether the SpinB utton or ScrollB ar is oriented vertically or
horizontally.

Syntax

object.O rientation [=O rientation]

The O rientation property syntax has these parts:

Part D escription
object R equired. A  valid object.
O rientation O ptional. O rientation of the control.

Settings

The settings for O rientation are:

Value D escription

‌1 A utom atically determ ines the orientation based upon the dim ensions of
the control (default).

0 C ontrol is rendered vertically.
1 C ontrol is rendered horizontally.

R em arks

If you specify autom atic orientation, the height and w idth of the control
determ ine w hether it appears horizontally or vertically. For exam ple, if the
control is w ider than it is tall, it appears horizontally; if it is taller than it is w ide,
the control appears vertically.
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Parent Property
R eturns the nam e of the form , object, or collection that contains a specific
control, object, or collection.

Syntax

object.Parent

The Parent property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

Parent is read-only.

U se the Parent property to access the properties, m ethods, or controls of an
object's parent.

This property is useful in an application in w hich you pass objects as argum ents.
For exam ple, you could pass a control variable to a general procedure in a
m odule, and use Parent to access its parent form .
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Passw ordC har Property
Specifies w hether placeholder characters are displayed instead of the characters
actually entered in a TextB ox.

Syntax

object.Passw ordC har [= String]

The Passw ordC har property syntax has these parts:

Part D escription
objectR equired. A  valid object.
String O ptional. A  string expression specifying the placeholder character.

R em arks

You can use the Passw ordC har property to protect sensitive inform ation, such
as passw ords or security codes. The value of Passw ordC har is the character
(usually an asterisk) that appears in a control instead of the actual characters that
the user types. If you don't specify a character, the control displays the characters
that the user types.
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Picture Property
Specifies the bitm ap to display on an object.

Syntax

object.Picture = L oadPicture( pathnam e )

The Picture property syntax has these parts:

Part D escription
object R equired. A  valid object.
pathnam e R equired. The full path to a picture file.

R em arks

You m ust use the control's property page to assign a bitm ap to the Picture
property. You cannot use the L oadPicture function to assign a bitm ap to
Picture.

To rem ove a picture that is assigned to a control, click the value of the Picture
property in the property page and then press D ELETE. Pressing B A C K SPA C E
w ill not rem ove the picture.

N ote  For controls w ith captions, use the PicturePosition property to specify
w here to display the picture on the object. U se the PictureSizeM ode property to
determ ine how  the picture fills the object.

Transparent pictures som etim es have a hazy appearance. If you do not like this
appearance, display the picture on a control that supports opaque im ages. Im age
and M ultiPage support opaque im ages.
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PictureA lignm ent Property
Specifies the location of a background picture.

Syntax

object.PictureA lignm ent [=PictureAlignm ent]

The PictureA lignm ent property syntax has these parts:

Part D escription
object R equired. A  valid object.

PictureAlignm entO ptional. The position w here the picture aligns w ith thecontrol.

Settings

The settings for PictureAlignm ent are:

Value D escription
0 The top left corner.
1 The top right corner.
2 The center.
3 The bottom  left corner.
4 The bottom  right corner.

R em arks

The PictureA lignm ent property identifies w hich corner of the picture is the
sam e as the corresponding corner of the control or container w here the picture is
used.

For exam ple, setting PictureA lignm ent to 0 m eans that the top left corner of the
picture coincides w ith the top left corner of the control or container. Setting
PictureA lignm ent to 2 positions the picture in the m iddle, relative to the height



as w ell as the w idth of the control or container.

If you tile an im age on a control or container, the setting of PictureA lignm ent
affects the tiling pattern. For exam ple, if PictureA lignm ent is set to 0, the first
copy of the im age is laid in the upper left corner of the control or container and
additional copies are tiled from  left to right across each row . If
PictureA lignm ent is 2, the first copy of the im age is laid at the center of the
control or container, additional copies are laid to the left and right to com plete
the row , and additional row s are added to fill the control or container.

N ote  Setting the PictureSizeM ode property to 2 overrides PictureA lignm ent.
W hen PictureSizeM ode is set to 2, the picture fills the entire control or
container.



PicturePosition Property
Specifies the location of the picture relative to its caption.

Syntax

object.PicturePosition [=PicturePosition]

The PicturePosition property syntax has these parts:

Part D escription
object R equired. A  valid object.
PicturePosition O ptional. H ow  the picture aligns w ith its container.

Settings

The settings for PicturePosition are:

Value D escription

0 The picture appears to the left of the caption. The caption is aligned w ith
the top of the picture.

1 The picture appears to the left of the caption. The caption is centered
relative to the picture.

2 The picture appears to the left of the caption. The caption is aligned w ith
the bottom  of the picture.

3 The picture appears to the right of the caption. The caption is aligned
w ith the top of the picture.

4 The picture appears to the right of the caption. The caption is centered
relative to the picture.

5 The picture appears to the right of the caption. The caption is aligned
w ith the bottom  of the picture.

6 The picture appears above the caption. The caption is aligned w ith the
left edge of the picture.

7 The picture appears above the caption. The caption is centered below  the
picture (default).



8 The picture appears above the caption. The caption is aligned w ith the
right edge of the picture.

9 The picture appears below  the caption. The caption is aligned w ith the
left edge of the picture.

10 The picture appears below  the caption. The caption is centered above the
picture.

11 The picture appears below  the caption. The caption is aligned w ith the
right edge of the picture.

12 The picture appears in the center of the control. The caption is centered
horizontally and vertically on top of the picture.

R em arks

The picture and the caption, as a unit, are centered on the control. If no caption
exists, the picture's location is relative to the center of the control.

This property is ignored if the Picture property does not specify a picture.
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PictureSizeM ode Property
Specifies how  to display the background picture on a control, form , or page.

Syntax

object.PictureSizeM ode [=PictureSizeM ode]

The PictureSizeM ode property syntax has these parts:

Part D escription
object R equired. A  valid object.

PictureSizeM ode O ptional. The action to take if the picture and the form  or page
that contains it are not the sam e size.

Settings

The settings for PictureSizeM ode are:

Value D escription
0 C rops any part of the picture that is larger than the form  or page (default).

1 Stretches the picture to fill the form  or page. This setting distorts the
picture in either the horizontal or vertical direction.

3 Enlarges the picture, but does not distort the picture in either the
horizontal or vertical direction.

R em arks

The PictureSizeM odeC lip setting indicates you w ant to show  the picture in its
original size and scale. If the form  or page is sm aller than the picture, this setting
only show s the part of the picture that fits w ithin the form  or page.

The 1 and 3 settings both enlarge the im age, but 1 causes distortion. The 1
setting enlarges the im age horizontally and vertically until the im age reaches the
corresponding edges of the container or control. The 3 setting enlarges the im age



until it reaches either the horizontal or vertical edges of the container or control.
If the im age reaches the horizontal edges first, any rem aining distance to the
vertical edges rem ains blank. If it reaches the vertical edges first, any rem aining
distance to the horizontal edges rem ains blank.

N ote   Setting the PictureSizeM ode property to 2 overrides PictureA lignm ent.
W hen PictureSizeM ode is set to 2, the picture fills the entire control or
container.



PictureTiling Property
Lets you tile a picture in a form  or page.

Syntax

object.PictureTiling [= Boolean]

The PictureTiling property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether a picture is repeated across a background.

Settings

The settings for Boolean are:

Value D escription
True The picture is tiled across the background.
False The picture is not tiled across the background (default).

R em arks

If a picture is sm aller than the form  or page that contains it, you can tile the
picture on the form  or page.

The tiling pattern depends on the current setting of the PictureA lignm ent and
PictureSizeM ode properties. For exam ple, if PictureA lignm ent is set to 0, the
tiling pattern starts at the upper left and repeats the picture across the form  or
page and dow n the height of the form  or page. If PictureSizeM ode is set to 0,
the tiling pattern crops the last tile if it doesn't com pletely fit on the form  or
page.





ProportionalT hum b Property
Specifies w hether the size of the scroll box is proportional to the scrolling region
or fixed.

Syntax

object.ProportionalT hum b [= Boolean]

The ProportionalT hum b property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the scroll box is proportional or fixed.

Settings

The settings for Boolean are:

Value D escription
True The scroll box is proportional in size to the scrolling region (default).
False The scroll box is a fixed size.

R em arks

The size of a proportional scroll box graphically represents the percentage of the
object that is visible in the w indow . For exam ple, if 75 percent of an object is
visible, the scroll box covers three-fourths of the scrolling region in the scroll
bar.

If the scroll box is a fixed size, the system  determ ines its size based on the height
and w idth of the scroll bar.





R ow Source Property
Specifies the source providing a list for a C om boB ox or L istB ox.

Syntax

object.R ow Source [= String]

The R ow Source property syntax has these parts:

Part D escription
objectR equired. A  valid object.
String O ptional. The source of the list for the C om boB ox or L istB ox.

R em arks

The R ow Source property accepts w orksheet ranges from  M icrosoft Excel.



ScrollB ars Property
Specifies w hether a control, form , or page has vertical scroll bars, horizontal
scroll bars, or both.

Syntax

object.ScrollB ars [=ScrollBars]

The ScrollB ars property syntax has these parts:

Part D escription
object R equired. A  valid object.
ScrollBarsO ptional. W here scroll bars should be displayed.

Settings

The settings for ScrollBars are:

Value D escription
0 D isplays no scroll bars (default).
1 D isplays a horizontal scroll bar.
2 D isplays a vertical scroll bar.
3 D isplays both a horizontal and a vertical scroll bar.

R em arks

If the K eepScrollB arsV isible property is True, any scroll bar on a form  or page
is alw ays visible, regardless of w hether the object's contents fit w ithin the
object's borders.

If visible, a scroll bar constrains its scroll box to the visible region of the scroll
bar. It also m odifies the scroll position as needed to keep the entire scroll bar
visible. The range of a scroll bar changes w hen the value of the ScrollB ars
property changes, the scroll size changes, or the visible size changes.



If a scroll bar is not visible, then you can set its scroll position to any value.
N egative values and values greater than the scroll size are both valid.

For a single-line control, you can display a horizontal scroll bar by using the
ScrollB ars and A utoSize properties. Scroll bars are hidden or displayed
according to the follow ing rules:

1. W hen ScrollB ars is set to ScrollB arsN one, no scroll bar is displayed.
2. W hen ScrollB ars is set to 1 or 3, the control displays a horizontal scroll bar

if the text is longer than the edit region and if the control has enough room
to include the scroll bar underneath its edit region.

3. W hen A utoSize is True, the control enlarges itself to accom m odate the
addition of a scroll bar unless the control is at or near its m axim um  size.

For a m ultiline TextB ox, you can display scroll bars by using the ScrollB ars,
W ordW rap, and A utoSize properties. Scroll bars are hidden or displayed
according to the follow ing rules:

1. W hen ScrollB ars is set to 0, no scroll bar is displayed.
2. W hen ScrollB ars is set to 2 or 3, the control displays a vertical scroll bar if

the text is longer than the edit region and if the control has enough room  to
include the scroll bar at the right edge of its edit region.

3. W hen W ordW rap is True, the m ultiline control w ill not display a
horizontal scroll bar. M ost m ultiline controls do not use a horizontal scroll
bar.

4. A  m ultiline control can display a horizontal scroll bar if the follow ing
conditions occur sim ultaneously:

The edit region contains a w ord that is longer than the edit region's
w idth.
The control has enabled horizontal scroll bars.
The control has enough room  to include the scroll bar under the edit
region.
The W ordW rap property is set to False.
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ScrollH eight, ScrollW idth Properties
Specify the height, in points, of the total area that can be view ed by m oving the
scroll bars on the control, form , or page.

Syntax

object.ScrollH eight [= Single]

object.ScrollW idth [= Single]

The ScrollH eight and ScrollW idth property syntaxes have these parts:

Part D escription
objectR equired. A  valid object.
SingleO ptional. The height or w idth of the scrollable region.
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ScrollL eft, ScrollTop Properties
Specify the distance, in points, of the left or top edge of the visible form  from  the
left or top edge of the logical form , page, or control.

Syntax

object.ScrollL eft [= Single]

object.ScrollTop [= Single]

The ScrollL eft and ScrollTop property syntaxes have these parts:

Part D escription
objectR equired. A  valid object.
SingleO ptional. The distance from  the edge of the form .

R em arks

The m inim um  value is zero; the m axim um  value is the difference betw een the
value of the ScrollW idth property and the value of the W idth property for the
form  or page.
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Selected Property
R eturns or sets the selection state of item s in a L istB ox.

Syntax

object.Selected( index ) [= Boolean]

The Selected property syntax has these parts:

Part D escription
object R equired. A  valid object.

index R equired. A n integer w ith a range from  0 to one less than the num ber
of item s in the list.

Boolean O ptional. W hether an item  is selected.

Settings

The settings for Boolean are:

Value D escription
True The item  is selected.
False The item  is not selected.

R em arks

The Selected property is useful w hen users can m ake m ultiple selections. You
can use this property to determ ine the selected row s in a m ulti-select list box.
You can also use this property to select or deselect row s in a list from  code.

The default value of this property is based on the current selection state of the
L istB ox.

For single-selection list boxes, the Value or L istIndex properties are
recom m ended for getting and setting the selection. In this case, L istIndex



returns the index of the selected item . H ow ever, in a m ultiple selection,
L istIndex returns the index of the row  contained w ithin the focus rectangle,
regardless of w hether the row  is actually selected.

W hen a list box control's M ultiSelect property is set to N one, only one row  can
have its Selected property set to True.

Entering a value that is out of range for the index does not generate an error
m essage, but does not set a property for any item  in the list.



SelectedItem  Property
R eturns the currently selected Tab or Page object.

Syntax

object.SelectedItem

The SelectedItem  property syntax has these parts:

Part D escription
objectR equired. A  valid TabStrip or M ultiPage.

R em arks

The SelectedItem  property is read-only. U se SelectedItem  to program m atically
control the currently selected Tab or Page object. For exam ple, you can use
SelectedItem  to assign values to properties of a Tab or Page object.



SelectionM argin Property
Specifies w hether the user can select a line of text by clicking in the region to the
left of the text.

Syntax

object.SelectionM argin [= Boolean]

The SelectionM argin property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether clicking in the m argin selects a line of text.

Settings

The settings for Boolean are:

Value D escription
True C licking in m argin causes selection of text (default).
False C licking in m argin does not cause selection of text.

R em arks

W hen the SelectionM argin property is True, the selection m argin occupies a
thin strip along the left edge of a control's edit region. W hen set to False, the
entire edit region can store text.

If the SelectionM argin property is set to True w hen a control is printed, the
selection m argin also prints.
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SelL ength Property
The num ber of characters selected in a TextB ox or the text portion of a
C om boB ox.

Syntax

object.SelL ength [= Long]

The SelL ength property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long

O ptional. A  num eric expression specifying the num ber of characters
selected. For SelL ength and SelStart, the valid range of settings is 0 to
the total num ber of characters in the edit area of a C om boB ox or
TextB ox.

R em arks

The SelL ength property is alw ays valid, even w hen the control does not have
focus. Setting SelL ength to a value less than zero creates an error. A ttem pting to
set SelL ength to a value greater than the num ber of characters available in a
control results in a value equal to the num ber of characters in the control.

N ote  C hanging the value of the SelStart property cancels any existing selection
in the control, places an insertion point in the text, and sets SelL ength to zero.

The default value, zero, m eans that no text is currently selected.
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SelStart Property
Indicates the starting point of selected text, or the insertion point if no text is
selected.

Syntax

object.SelStart [= Long]

The SelStart property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long

O ptional. A  num eric expression specifying the starting point of text
selected. For SelL ength and SelStart, the valid range of settings is 0 to
the total num ber of characters in the edit area of a C om boB ox or
TextB ox. The default value is zero.

R em arks

The SelStart property is alw ays valid, even w hen the control does not have
focus. Setting SelStart to a value less than zero creates an error. A ttem pting to
set SelStart to a value greater than the num ber of characters available in a
control results in a value equal to the num ber of characters in the control.

C hanging the value of SelStart cancels any existing selection in the control,
places an insertion point in the text, and sets the SelL ength property to zero.
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SelText Property
R eturns or sets the selected text of a control.

Syntax

object.SelText [= String]

The SelText property syntax has these parts:

Part D escription
objectR equired. A  valid object.
String O ptional. A  string expression containing the selected text.

R em arks

If no characters are selected in the edit region of the control, the SelText
property returns a zero length string. This property is valid regardless of w hether
the control has the focus.



Show D ropB uttonW hen Property
Specifies w hen to show  the drop-dow n button for a C om boB ox.

Syntax

object.Show D ropB uttonW hen [=Show D ropButtonW hen]

The Show D ropB uttonW hen property syntax has these parts:

Part D escription
object R equired. A  valid object.

Show D ropButtonW hen O ptional. The circum stances under w hich the drop-dow n
button w ill be visible.

Settings

The settings for Show D ropButtonW hen are:

Value D escription
0 D o not show  the drop-dow n button under any circum stances.
1 Show  the drop-dow n button w hen the control has the focus.
2 A lw ays show  the drop-dow n button.

For a C om boB ox, the default value is 2.



Sm allC hange Property
Specifies the am ount of m ovem ent that occurs w hen the user clicks either scroll
arrow  in a ScrollB ar or SpinB utton.

Syntax

object.Sm allC hange [= Long]

The Sm allC hange property syntax has these parts:

Part D escription
objectR equired. A  valid object.

Long O ptional. A n integer that specifies the am ount of change to the Value
property.

R em arks

The Sm allC hange property does not have units.

A ny integer is an acceptable setting for this property. The recom m ended range of
values is from  ‌32,767 to +32,767. The default value is 1.
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SpecialE ffect Property
Specifies the visual appearance of an object.

Syntax

object.SpecialE ffect [=SpecialEffect]

The SpecialE ffect property syntax has these parts:

Part D escription
object R equired. A  valid object.

SpecialEffectO ptional. The desired visual appearance of an object other than aC heckB ox, O ptionB utton, or ToggleB utton.

Settings

The settings for SpecialEffect are:

Value D escription

0
O bject appears flat, distinguished from  the surrounding form  by a border,
a change of color, or both. D efault for Im age and L abel, valid for all
controls.

1 O bject has a highlight on the top and left and a shadow  on the bottom  and
right. N ot valid for check boxes or option buttons.

2

O bject has a shadow  on the top and left and a highlight on the bottom  and
right. The control and its border appear to be carved into the form  that
contains them . D efault for C heckB ox and O ptionB utton, valid for all
controls (default).

3 B order appears to be carved around the edge of the control. N ot valid for
check boxes or option buttons.

6 O bject has a ridge on the bottom  and right and appears flat on the top and
left. N ot valid for check boxes or option buttons.

For a Fram e, the default value is 2.



N ote that only 0 and 2 are acceptable values for C heckB ox, O ptionB utton, and
ToggleB utton. A ll values listed are acceptable for other controls.

R em arks

You can use either the SpecialE ffect or the B orderStyle property to specify the
edging for a control, but not both. If you specify a nonzero value for one of these
properties, the system  sets the value of the other property to zero. For exam ple,
if you set SpecialE ffect to 1, the system  sets B orderStyle to 0.

For a Fram e, B orderStyle is ignored if SpecialE ffect is 0.

SpecialE ffect uses the system  colors to define its borders.

N ote  A lthough the SpecialE ffect property exists on the ToggleB utton, the
property is disabled. You cannot set or return a value for this property on the
ToggleB utton.



Style Property
For C om boB ox, specifies how  the user can choose or set the control's value. For
M ultiPage and TabStrip, identifies the style of the tabs on the control.

Syntax

object.Style [=Style]

The Style property syntax has these parts:

Part D escription
objectR equired. A  valid object.
Style O ptional. Specifies how  a user sets the value of a C om boB ox.

Settings

The settings for C om boB ox are:

Value D escription

0
The C om boB ox behaves as a drop-dow n com bo box. The user can type a
value in the edit region or select a value from  the drop-dow n list
(default).

2 The C om boB ox behaves as a list box. The user m ust choose a value from
the list.

The settings for M ultiPage and TabStrip are::

Value D escription
0 D isplays tabs on the tab bar (default).
1 D isplays buttons on the tab bar.
2 D oes not display the tab bar.
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TabFixedH eight, TabFixedW idth
Properties
Sets or returns the fixed height or w idth of the tabs in points.

Syntax

object.TabFixedH eight [= Single]

object.TabFixedW idth [= Single]

The TabFixedH eight and TabFixedW idth property syntaxes have these parts:

Part D escription
objectR equired. A  valid object.

SingleO ptional. The num ber of points of the height or w idth of the tabs on a
TabStrip or M ultiPage.

Settings

If the value is 0, tab w idths are autom atically adjusted so that each tab is w ide
enough to accom m odate its contents and each row  of tabs spans the w idth of the
control.

If the value is greater than 0, all tabs have an identical w idth as specified by this
property.

R em arks

The m inim um  size is 4 points.
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TabIndex Property
Specifies the position of a single object in the form 's tab order.

Syntax

object.TabIndex [= Integer]

The TabIndex property syntax has these parts:

Part D escription
object R equired. A  valid object.

Integer

O ptional. A n integer from  0 to one less than the num ber of controls on
the form  that have a TabIndex property. A ssigning a TabIndex value of
less than 0 generates an error. If you assign a TabIndex value greater
than the largest index value, the system  resets the value to the m axim um
allow able value.

R em arks

The index value of the first object in the tab order is zero.
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TabK eyB ehavior Property
D eterm ines w hether tabs are allow ed in the edit region.

Syntax

object.TabK eyB ehavior [= Boolean]

The TabK eyB ehavior property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. The effect of pressing TA B .

Settings

The settings for Boolean are:

Value D escription
True Pressing TA B  inserts a tab character in the edit region.

False Pressing TA B  m oves the focus to the next object in the tab order
(default).

R em arks

The TabK eyB ehavior and M ultiL ine properties are closely related. The values
described above only apply if M ultiL ine is True. If M ultiL ine is False,
pressing TA B  alw ays m oves the focus to the next control in the tab order
regardless of the value of TabK eyB ehavior.

The effect of pressing C TR L+TA B  also depends on the value of M ultiL ine. If
M ultiL ine is True, pressing C TR L+TA B  creates a new  line regardless of the
value of TabK eyB ehavior. If M ultiL ine is False, pressing C TR L+TA B  has no
effect.





TabO rientation Property
Specifies the location of the tabs on a M ultiPage or TabStrip.

Syntax

object.TabO rientation [=TabO rientation]

The TabO rientation property syntax has these parts:

Part D escription
object R equired. A  valid object.
TabO rientation O ptional. W here the tabs w ill appear.

Settings

The settings for TabO rientation are:

Value D escription
0 The tabs appear at the top of the control (default).
1 The tabs appear at the bottom  of the control.
2 The tabs appear at the left side of the control.
3 The tabs appear at the right side of the control.

R em arks

If you use TrueType fonts, the text rotates w hen the TabO rientation property is
set to 2 or 3. If you use bitm apped fonts, the text does not rotate.
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TabStop Property
Indicates w hether an object can receive focus w hen the user tabs to it.

Syntax

object.TabStop [= Boolean]

The TabStop property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the object is a tab stop.

Settings

The settings for Boolean are:

Value D escription
True D esignates the object as a tab stop (default).

False
B ypasses the object w hen the user is tabbing, although the object still
holds its place in the actual tab order, as determ ined by the TabIndex
property.

R em arks

You can com bine the settings of the E nabled and the TabStop properties to
prevent the user from  selecting a com m and button w ith TA B , w hile still allow ing
the user to click the button. Setting TabStop to False m eans that the com m and
button w on't appear in the tab order. H ow ever, if E nabled is True, then the user
can still click the com m and button, as long as TakeFocusO nC lick is set to
True.

W hen the user tabs into an enabled M ultiPage or TabStrip, the first page or tab
in the control receives the focus. If the first page or tab of a M ultiPage or



TabStrip is disabled, the first enabled page or tab of that control receives the
focus. If all pages or tabs of a M ultiPage or TabStrip are disabled, the control is
disabled and cannot receive the focus.



Tag Property
Stores additional inform ation about an object.

Syntax

object.Tag [= String]

The Tag property syntax has these parts:

Part D escription
objectR equired. A  valid object.

String O ptional. A  string expression identifying the object. The default is a zero-length string ("").

R em arks

U se the Tag property to assign an identification string to an object w ithout
affecting other property settings or attributes.

For exam ple, you can use Tag to check the identity of a form  or control that is
passed as a variable to a procedure.
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TakeFocusO nC lick Property
Specifies w hether a control takes the focus w hen clicked.

Syntax

object.TakeFocusO nC lick [= Boolean]

The TakeFocusO nC lick property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. Specifies w hether a control takes the focus w hen clicked.

Settings

The settings for Boolean are:

Value D escription
True The button takes the focus w hen clicked (default).
False The button does not take the focus w hen clicked.

R em arks

The TakeFocusO nC lick property defines only w hat happens w hen the user
clicks a control. If the user tabs to the control, the control takes the focus
regardless of the value of TakeFocusO nC lick.

U se this property to com plete actions that affect a control w ithout requiring that
control to give up focus. For exam ple, assum e your form  includes a TextB ox and
a C om m andB utton that checks for correct spelling of text. You w ould like to be
able to select text in the TextB ox, then click the C om m andB utton and run the
spelling checker w ithout taking focus aw ay from  the TextB ox. You can do this
by setting the TakeFocusO nC lick property of the C om m andB utton to False.





Text Property
R eturns or sets the text in a TextB ox. C hanges the selected row  in a C om boB ox
or L istB ox.

Syntax

object.Text [= String]

The Text property syntax has these parts:

Part D escription
objectR equired. A  valid object.

String O ptional. A  string expression specifying text. The default value is a zero-length string ("").

R em arks

For a TextB ox, any value you assign to the Text property is also assigned to the
Value property.

For a C om boB ox, you can use Text to update the value of the control. If the
value of Text m atches an existing list entry, the value of the L istIndex property
(the index of the current row ) is set to the row  that m atches Text. If the value of
Text does not m atch a row , L istIndex is set to ‌1.

For a L istB ox, the value of Text m ust m atch an existing list entry. Specifying a
value that does not m atch an existing list entry causes an error.

W hen the Text property of a C om boB ox changes (such as w hen a user types an
entry into the control), the new  text is com pared to the colum n of data specified
by TextC olum n.

You cannot use Text to change the value of an entry in a C om boB ox or L istB ox;
use the C olum n or L ist property for this purpose.

The ForeC olor property determ ines the color of the text.





TextA lign Property
Specifies how  text is aligned in a control.

Syntax

object.TextA lign [=TextAlign]

The TextA lign property syntax has these parts:

Part D escription
object R equired. A  valid object.
TextAlign O ptional. H ow  text is aligned in the control.

Settings

The settings for TextAlign are:

Value D escription

1 A ligns the first character of displayed text w ith the left edge of the
control's display or edit area (default).

2 C enters the text in the control's display or edit area.

3 A ligns the last character of displayed text w ith the right edge of the
control's display or edit area.

R em arks

For a C om boB ox, the TextA lign property only affects the edit region; this
property has no effect on the alignm ent of text in the list. For stand-alone labels,
TextA lign determ ines the alignm ent of the label's caption.





TextC olum n Property
Identifies the colum n in a C om boB ox or L istB ox to display to the user.

Syntax

object.TextC olum n [= Variant]

The TextC olum n property syntax has these parts:

Part D escription
object R equired. A  valid object.
VariantO ptional. The colum n to be displayed.

Settings

Values for the TextC olum n property range from  ‌1 to the num ber of colum ns in
the list. The TextC olum n value for the first colum n is 1, the value of the second
colum n is 2, and so on. Setting TextC olum n to 0 displays the L istIndex values.
Setting TextC olum n to ‌1 displays the first colum n that has a C olum nW idths
value greater than 0.

R em arks

W hen the user selects a row  from  a C om boB ox or L istB ox, the colum n
referenced by TextC olum n is stored in the Text property.For exam ple, you
could set up a m ulticolum n L istB ox that contains the nam es of holidays in one
colum n and dates for the holidays in a second colum n. To present the holiday
nam es to users, specify the first colum n as the TextC olum n. To store the dates
of the holidays, specify the second colum n as the B oundC olum n.

W hen the Text property of a C om boB ox changes (such as w hen a user types an
entry into the control), the new  text is com pared to the colum n of data specified
by TextC olum n.





TextL ength Property
R eturns the length, in characters, of text in the edit region of a TextB ox or
C om boB ox.

Syntax

object.TextL ength

The TextL ength property syntax has these parts:

Part D escription
objectR equired. A  valid object.

R em arks

The TextL ength property is read-only. For a m ultiline TextB ox, TextL ength
includes LF (line feed) and C R  (carriage return) characters.



TopIndex Property
Sets and returns the item  that appears in the topm ost position in the list.

Syntax

object.TopIndex [= Variant]

The TopIndex property syntax has these parts:

Part D escription
object R equired. A  valid object.

VariantO ptional. The num ber of the list item  that is displayed in the topm ost
position. The default is 0, or the first item  in the list.

Settings

R eturns the value ‌1 if the list is em pty or not displayed.
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TripleState Property
D eterm ines w hether a user can specify, from  the user interface, the N ull state for
a C heckB ox or ToggleB utton.

Syntax

object.TripleState [= Boolean]

The TripleState property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the control supports the N ull state.

Settings

The settings for Boolean are:

Value D escription
True The button clicks through three states.
False The button only supports True and False (default).

R em arks

A lthough the TripleState property exists on the O ptionB utton, the property
does not affect the action of the control. R egardless of the value of TripleState,
you cannot set the control to N ull through the user interface.

W hen the TripleState property is True, a user can choose from  the values of
N ull, True, and False. The null value is displayed as a shaded button.

W hen TripleState is False, the user can choose either True or False.

A  control set to N ull does not initiate the C lick event.



R egardless of the property setting, the N ull value can alw ays be assigned
program m atically to an O ptionB utton, C heckB ox or ToggleB utton, causing
that control to appear shaded.
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Value Property
Specifies the state or content of a given control.

Syntax

object.Value [= Variant]

The Value property syntax has these parts:

Part D escription
object R equired. A  valid object.
VariantO ptional. The state or content of the control.

Settings

C ontrol D escription
C heckB ox A n integer value indicating w hether the item  is selected:

N ull Indicates the item  is in a null state, neither selected nor
cleared.
‌1 True. Indicates the item  is selected.
0 False. Indicates the item  is cleared.

O ptionB utton Sam e as C heckB ox.
ToggleB utton Sam e as C heckB ox.

ScrollB ar A n integer betw een the values specified for the M ax and
M in properties.

SpinB utton Sam e as ScrollB ar.
C om boB ox,
L istB ox

The value in the B oundC olum n of the currently selected
row s.

C om m andB utton A lw ays False.
M ultiPage A n integer indicating the currently active page.

Zero (0) indicates the first page. The m axim um  value is one
less than the num ber of pages.

TextB ox The text in the edit region.



R em arks

For a C om m andB utton, setting the Value property to True in a m acro or
procedure initiates the button's C lick event.

For a C om boB ox, changing the contents of Value does not change the value of
B oundC olum n. To add or delete entries in a C om boB ox, you can use the
A ddItem  or R em oveItem  m ethod.

For a TextB ox, any value you assign to the Text property is also assigned to the
Value property.

Value cannot be used w ith a m ulti-select L istB ox.



VerticalScrollB arSide Property
Specifies w hether a vertical scroll bar appears on the right or left side of a fram e.

Syntax

object.VerticalScrollB arSide [= VerticalScrollBarSide]

The VerticalScrollB arSide property syntax has these parts:

Part D escription
object R equired. A  valid object.
VerticalScrollBarSide O ptional. W here the scroll bar should appear.

Settings

Value D escription
0 Puts the scroll bar on the right side (default).
1 Puts the scroll bar on the left side.
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V isible Property
Specifies w hether an object is visible or hidden.

Syntax

object.V isible [= Boolean]

The V isible property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the object is visible or hidden.

Settings

The settings for Boolean are:

Value D escription
True O bject is visible (default).
False O bject is hidden.

R em arks

U se the V isible property to control access to inform ation w ithout displaying it.
For exam ple, you could use the value of a control on a hidden form  as the
criteria for a query.

A ll controls are visible at design tim e.





W ordW rap Property
Indicates w hether the contents of a control autom atically w rap at the end of a
line.

Syntax

object.W ordW rap [= Boolean]

The W ordW rap property syntax has these parts:

Part D escription
object R equired. A  valid object.
Boolean O ptional. W hether the control expands to fit the text.

Settings

The settings for Boolean are:

Value D escription
True The text w raps (default).
False The text does not w rap.

R em arks

For controls that support the M ultiL ine property as w ell as the W ordW rap
property, W ordW rap is ignored w hen M ultiL ine is False.



Z oom  Property
Specifies how  m uch to change the size of a displayed object.

Syntax

object.Z oom  [= Integer]

The Z oom  property syntax has these parts:

Part D escription
object R equired. A  valid object.
IntegerThe percentage to increase or decrease the displayed im age.

R em arks

The value of the Z oom  property specifies a percentage of im age enlargem ent or
reduction by w hich an im age display should change. Values from  10 to 400 are
valid. The value specified is a percentage of the object‒s original size; thus, a
setting of 400 m eans you w ant to enlarge the im age to four tim es its original size
(or 400 percent), w hile a setting of 10 m eans you w ant to reduce the im age to
one-tenth of its original size (or 10 percent).



A ccelerator, C aption Properties
E xam ple
This exam ple changes the A ccelerator and C aption properties of a
C om m andB utton each tim e the user clicks the button by using the m ouse or the
accelerator key. The C lick event contains the code to change the A ccelerator
and C aption properties.

To try this exam ple, paste the code into the Script Editor of a form  containing a
C om m andB utton nam ed C om m andB utton1. To run the code you need to open
the form  so the O pen event w ill activate.

Dim CommandButton1

Sub Item_Open()

  Set CommandButton1 = Item.GetInspector.ModifiedFormPages("P.2").CommandButton1

  CommandButton1.Accelerator  = "C"         'Set Accelerator key to ALT + C

End Sub

Sub CommandButton1_Click ()

  If CommandButton1.Caption = "OK" Then     'Check caption, then change it.

    CommandButton1.Caption = "Clicked"    

    CommandButton1.Accelerator  = "C"         'Set Accelerator key to ALT + C

  Else

    CommandButton1.Caption = "OK"  

    CommandButton1.Accelerator  = "O"         'Set Accelerator key to ALT + O

  End If

End Sub

  



A ccessing a Page E xam ple
The follow ing exam ple accesses an individual page of a M ultiPage in several
w ays:

U sing the Pages collection w ith a num eric index.
U sing the nam e of the individual page in the M ultiPage.
U sing the SelectedItem  property.

To use this exam ple, copy this sam ple code to the Script Editor of a form . M ake
sure that the form  contains a M ultiPage nam ed M ultiPage1 and a
C om m andB utton nam ed C om m andB utton1.

Sub CommandButton1_Click

  Dim PageName

  Set MultiPage1 = Item.GetInspector.ModifiedFormPages("P.2").MultiPage1

  For i = 0 To MultiPage1.Count - 1

    'Use index (numeric or string)

    MsgBox "MultiPage1.Pages(i).Caption = " & MultiPage1.Pages(i).Caption

    MsgBox "MultiPage1.Pages.Item(i).Caption = " & MultiPage1.Pages.Item(i).Caption

    

    'Use Page object without referring to Pages collection

    If i = 0 Then

      MsgBox "MultiPage1.Page1.Caption = " & MultiPage1.Page1.Caption

    ElseIf i = 1 Then

      MsgBox "MultiPage1.Page2.Caption = " & MultiPage1.Page2.Caption

    End If

    

    'Use SelectedItem Property

    MultiPage1.Value = i

    MsgBox "MultiPage1.SelectedItem.Caption = " & MultiPage1.SelectedItem.Caption

  Next

End Sub

  



A ccessing a Tab E xam ple
The follow ing exam ple accesses an individual tab of a TabStrip in several w ays:

U sing the Tabs collection w ith a num eric index.
U sing the nam e of the individual Tab.
U sing the SelectedItem  property.

To use this exam ple, copy this sam ple code to the Script Editor of a form . To run
the code you need to open the form  so the O pen event w ill activate. M ake sure
that the form  contains a TabStrip nam ed TabStrip1.

Sub Item_Open()

    Dim TabStrip1

    Dim TabName

     Set TabStrip1 = Item.GetInspector.ModifiedFormPages.Item("P.2").Controls("TabStrip1")

    For i = 0 To TabStrip1.Count - 1

        'Using index (numeric or string)

        MsgBox "TabStrip1.Tabs(i).Caption = " & TabStrip1.Tabs(i).Caption

        MsgBox "TabStrip1.Tabs.Item(i).Caption = " & TabStrip1.Tabs.Item(i).Caption

        

        'Use Tab object without referring to Tabs collection

        If i = 0 Then

            MsgBox "TabStrip1.Tab1. Caption = " & TabStrip1.Tab1.Caption

        ElseIf i = 1 Then

            MsgBox "TabStrip1.Tab2. Caption = " & TabStrip1.Tab2.Caption

        End If

        'Use SelectedItem Property

        TabStrip1.Value = i

        MsgBox " TabStrip1.SelectedItem.Caption = " & TabStrip1.SelectedItem.Caption

    Next

End Sub

  



A ccessing C ontrols T hrough the
C ontrols C ollection E xam ple
The follow ing exam ple accesses individual controls from  the C ontrols
collection using a For Each...N ext loop. W hen the user presses
C om m andB utton1, the other controls are placed in a colum n along the left edge
of the form  using the M ove m ethod.

To use this exam ple, copy this sam ple code to the Script Editor of a form . To run
the code you need to open the form  so the O pen event w ill activate. M ake sure
that the form  contains a C om m andB utton nam ed C om m andB utton1 and several
other controls.

Dim CtrlHeight 

Dim CtrlTop 

Dim CtrlGap

Dim CommandButton1 

Sub Item_Open()

  Set CommandButton1 = Item.GetInspector.ModifiedFormPages("P.2").CommandButton1

  CtrlHeight = 20

  CtrlGap = 5

    

  CommandButton1.Caption = "Click to move controls"

  CommandButton1.AutoSize = True

  CommandButton1.Left = 120

  CommandButton1.Top = CtrlTop

End Sub

Sub CommandButton1_Click()

  Dim MyControl

  Set AllControls = Item.GetInspector.ModifiedFormPages("P.2").Controls

  CtrlTop = 5

  For i = 0 to AllControls.Count - 1

    Set MyControl = AllControls(i)

    If MyControl.Name = "CommandButton1" Then

    'Don't move or resize this control.

    Else



      'Move method using unnamed arguments (left, top, width, height)

      MyControl.Move 5, CtrlTop, ,CtrlHeight

            

      'Calculate top coordinate for next control

      CtrlTop = CtrlTop + CtrlHeight + CtrlGap

    End If

  Next

End Sub
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