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Understanding Outlook e-mail
account options

Microsoft Outlook supports a variety of e-mail server types and communicates
with these serversin different ways.

A MAPI-based architectureis provided if you use Outlook with Microsoft
Exchange Server or with a MAPI-based store, such as a Personal Foldersfile
(.pst). In general, the Outlook object model and devel oper-related features were
designed for this environment. MAPI uses profiles to configure how an e-mail
message is transmitted and where it is stored. Exchange server also provides
many of the collaborative capabilities in Outlook, such as the Organizational
Forms Library and public folders.

If Outlook is configured with an Internet service provider (1SP), typically using
the POP protocol, you can create many types of Outlook solutions. However,
some of the topics in this documentation apply only when Outlook is used in
conjunction with Microsoft Exchange Server, because that is the mode most
commonly used to devel op solutions based on Outlook.

Note Developing custom forms with Outlook configured with only an HTTP-
based server is not supported.
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Design Outlook Workgroup Solutions

With Microsoft Outlook, you can create a variety of workgroup solutions and
forms. You can create Workgroup Solutions by using custom viewsin a
Microsoft Exchange public folder. You can aso create ssmple forms with no
programming involved or create advanced forms by using custom controls,
properties, and Microsoft Visual Basic Scripting Edition (VBScript).

There are afew basic approaches to creating Outlook solutions. You can use
existing items, such as tasks or appointment items, put the itemsin a public
folder, and assign aview to the folder. This method gives you an instant
Workgroup Solution without writing any code. Another method isto modify an
existing item, such as a contact entry or e-mail message, by adding additional
pages and fields. With this method, you can extend the use of the item by adding
the fields and pages you need without writing any code. To create advanced
forms, you can use the Control Toolbox and VB Script to access properties,
events, methods, and objects within Outlook.




What method do you want to use?

Create an instant workgroup solution using public folders

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

Create custom forms by using VB Script

Create forms by using Office documents




Overview of a Typical Folder-based
Solution

When used with Microsoft Exchange Server, Microsoft Outlook provides
groupware capabilities that allow more than one person to work on the same
data. Even without using these capabilities, however, you can still customize
Outlook folders for your personal use or to create a solution that other peoplein
your organization can use.

If you~+e planning to build a groupware solution, you should consider first
working with Outlook to develop a single-user solution. Since a groupware
solution is often as ssmple as placing a custom form in a Microsoft Exchange
public folder, learning the basics of building a folder-based personal forms
solutions will be fully applicable to developing solutions in public folders.

Whether it-sin one of your personal folders or in a Microsoft Exchange public
folder, putting together an Outlook solution typically involves the following

steps:

1. Decide which type of folder and/or form to customize. For more
information, see Types of Formsin Outlook.

2. Open anew form and customize it to suit your needs.

3. Publish the form to the folder so that it-s available only for usein that
folder.

4. Set the custom form as the default form for the folder. Thiswill ensure that
when you create new items for use in this folder they-H be based on the
custom form you created.

5. If you have any existing items in the folder, update these items so they will
use the new form when they—+e opened. For more information, see Change
the Form Used by Existing Itemsin a Folder.

Note If you plan to use a custom form in afolder, you should create the custom



form before creating any items based on the form. Thiswill ensure that all the
itemsin the folder use the same set of fields.

If you need to update the form after having created some itemsin the folder,
follow these steps:

1. Open anew, blank item based on your custom form.
2. Update the form to suit your needs.

3. Republish the form to the folder using the same name.



Using views to create a solution

Although custom forms provide a powerful way to work with datain afolder,
you can also customize Microsoft Outlook to a great extent ssmply by creating a
view that suits your needs. In some cases, depending on how you want to work
with Outlook, you can use a custom view instead of a custom form to enter and
modify data.

Entering datain aview isusually done be selecting one of the Outlook table
views, wherein each row contains one item in the folder and each column
represents a field associated with an item. You can select the fields that Outlook
displays, and you can also enter or change the contents of fields directly in the
table view. This allows you to quickly modify items, even those that contain
custom fields.

To allow field editingin aview

1. Click View, point to Arrange By, then point to Current View, and then
click Customize Current View.

2. Click Other Settings.

3. Sdlect Allow in-cell editing.

Editing itemsin atable view lets you keep track of custom data, view multiple
items at the same time, enter data into an item without having to open the item,
and avoid having to create a custom form.
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Change the default view in a folder

1.

If the Folder List isnot visible, click the View menu, and then click Folder
List.

Right-click the folder you want to change the default view for.
Click Properties on the shortcut menu.

Click the Administration tab.

Note If the Administration tab does not appear, you don't have owner
permission.

In the Initial view on folder box, enter the view that you want to appear
each time the folder is opened. The Nor mal view displays the default
Microsoft Outlook view for the type of itemsin the folder.

To change the default view for a public folder, you must have owner permission
for the folder, and there must be at least one custom view defined that isvisible
to everyone for the folder.




Show only the custom viewsin a
folder

1. OntheView menu, select Current View, click Define Views.

2. Select the Only show views created for thisfolder check box.
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Set permissionsin afolder

If you are the owner of a public folder, you can set permissionsin the folder to
give users the ability to perform certain functions. By adding the user names,
distribution list names, or public folder names to the Name box on the
Permissions page, you can determine who can:

Create items
Read items
Create subfolders
Edit items
Delete items

You can aso determine who is the folder owner and the folder contact and to
whom the folder isvisible.

To set permissions

1.

agblrwd

o

In the Folder List, right-click the public folder for which you want to set
permissions, and then click Properties on the shortcut menu.

Click the Permissions page.

To add a user name to thelist, click Add.

Choose a name from the Address Book, and then click OK.

Select the user's name in the Name box for whom you want to change
permissions.

In the Roles box, choose the role for this user. The permissions check boxes
will automatically revert to the default values for thisrole.

If you want to define a custom role, select the permissions check boxes that
you require for this user. The value in the Roles box will changeto
"Custom.”

When you have set theroles for al the users, click OK on the Properties

page.

Note To remove aname, select the name, and then click Remove. You can
remove any name from the Name box except Defaullt.
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Create a custom field

In Outlook, you can create different types of custom fields based on the data type
that you select.

¢ |f you want to enter and show information about an item, you can create a
simple field with one data type. For example, if you want to enter a date,
you can create a Date/Time field.

e |f you want to show more than one field in acolumn in atable (or in arow
in acard), you can create a combination field with a Combination data type.
You can either show all the selected fields joined together in a column or
show only the first non-empty field. Thisis useful if you want to optimize
the use of screen spacein aview.

¢ |f you want to show the results of calculations on standard fields or fields
you create, you can create aformulafield.



What do you want to do?

Create asimplefield for afolder

Create a combination field for afolder

Create aformulafield for afolder
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About Outlook forms

A formis an easy way to distribute and collect information electronically. For
example, aform can be available for anyone to order supplies or post
information in a public folder. Microsoft Outlook provides built-in forms such as
the Message form to compose messages and the Contact form to enter
information for a contact. If you have sent an e-mail message or created an
appointment, you have used aform. Every Outlook item is based on aform.

You use the Outlook Forms design environment to create custom forms. Use a
built-in form to leverage functionality from the item associated with it; for
example, to include automatic name checking in a custom form, create it from a
form based on an e-mail message. To modify aform, you can add and remove
fields, controls, options, and tabs. A form can be saved as afilefor useasa
template or in another program or in aforms library to make the form available
to others.

Devel opers can extend forms with Microsoft ActiveX controls and put World
Wide Web pages on their forms by using the Web Browser control. Forms can be
programmed by using Microsoft Visual Basic Scripting Edition (VBScript).

You cannot design Outlook formsin Microsoft Visual Basic or Visua Basic for
Applications (VBA), although you can use forms created with the Microsoft
Exchange Electronic Forms Designer (EFD) in Outlook. In order to use EFD,
you must install an optional EFD run-time component that you can download
from the Microsoft Office Download Center.



How Outlook forms and items work
together

Microsoft Outlook storesits information in the form of individual itemsin a
folder. An Outlook item is similar to arecord in adatabase in that it consists of a
group of fields that store information pertaining to the specific item.

Outlook displays the contents of an item in one of two ways: either through a
view in an explorer window, or through aform in an inspector window. A form
usually provides a more complete display of the information and lets the user
interact with the contents of the item in more ways. In asense, aformisthe
principal user interface for an item. Outlook provides one or more standard
forms for each type of item (mail message, contact, and so on). You can create
customized versions of these forms to change the way Outlook displays items.
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 some cases, you
can aso customize the default pages of aform.

Every item contains a Message Class field; thisfield contains the name of the
form that Outlook providesto view and edit the item. For example, a contact
item will have a default message class of IPM.Contact. If you create a custom
form called Customer, the Message Class field of items using that form will
contain |PM.Contact. Customer. The message class of all Outlook items always
begins with IPM. The second part of the message class denotes the type of
Outlook form that the form is based on. The third portion of the message classis
present only if the form is a customized version of a standard Outlook form.



Types of formsin Outlook

To create a custom form in Microsoft Outlook, you always begin by choosing
one of the Outlook default forms. In most cases, the type of form you want to
customize is determined by what type of solution you are creating. The

following table lists the types of forms and how they would typically be used.

Form Description
Contact Use to keep track of information about a person or organization.
Distribution Use to create alists of contacts and e-mail addresses that can be
List used as asingle e-mail address.
Use to track information about atask that needs to be
Task .
accomplished.
: Use to send information to someone in a specific format, or to
Mail : _
M provide a means for them to enter data so that they can send it
essage
somewhere.
Useto facilitate a threaded conversation in a Microsoft Exchange
Post public folder, or use for other purposes, such as posting file

attachments to afolder.
Appointment Use to represent a meeting or scheduled event.

Journal

Entry Use to log information about another item or an event.

Following are some things to consider when deciding which type of form to use:

e What isthe nature of the solutions you are creating? If the form will be
sent, then an e-mail message would be appropriate. If the solution will be
used to track information in afolder, then a post, contact, task, or
appointment form would be more appropriate.

e Which form most closely provides the needed functionality? The default
Outlook forms may provide much of the functionality, so you should
choose the one that would require the least customization.

e Which standard fields are available for the form? Each Outlook form has its
own set of standard fields to keep track of information for those types of
items. You should consider using the form whose fields most closely match



you needs.
e Which pages of the form are customizable? Some pages on Outlook forms
are not customizable, although you can hide them if you want.
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Change the default form for a folder

You can change the default form for a particular folder so that when a new item
is created, it will use a custom form. This procedure requires Owner permission
for apublic folder.

1. Right-click the folder for which you want to specify the default form, and
then click Properties on the shortcut menu.

2. Inthe When posting to thisfolder, use box, click the form that you want
othersto use.

Tip

To copy, install, delete, and update formsin this folder, click Manage on the
Formstab. You can also specify available formsin a public folder by selecting
an option under the Allow these formsin thisfolder box.

Learn how to change the form for existing items in afolder.




Globally change a default form

You can change the default form in Microsoft Outlook by making changes to the
Microsoft Windows registry. The registry settings specify which forms are
substituted for the default Outlook forms. For example, if you create a custom
form called "Default,” that custom form has a message class of
|PM.Note.Default, instead of the standard Outlook e-mail message class of
|PM.Note. You can add certain registry keysto indicate that Outlook should
substitute the IPM.Note.Default form for the standard IPM.Note form.

The Forms Administrator utility has not been updated for Microsoft Office
Outlook 2003, and it does not create the registry keys in the correct location for
Office Outlook 2003. However, you can use the Forms Administrator utility to
create a Windows registry file that requires only minor changes to work with
Office Outlook 2003. To use a Windows registry file to change the default form
in Office Outlook 2003:

1. Download the Outlook 2000 Forms Administrator utility.

2. Run the Forms Administrator utility, and then change the settings as you
would for Outlook 2000 or Outlook 2002.

3. To savetheregistry settings on your computer, click Save. This also makes

the Export Saved Settings button available.

Click Export Saved Settingsto save a Windows registry (.reg) file.

Open the .reg file in atext editor, such as Notepad.

Theregistry key paths reference 9.0, which isthe location for Outlook 2000

registry settings. Change all of the referencesto 9.0 to 11.0, which is where

Office Outlook 2003 stores registry settings.

Savethe .regfile.

To change a default form for Office Outlook 2003, run the .reg file on the

computer so that the keys are added to the Windows registry.

ook

o N

Note If you used the Forms Administrator utility to change the default formsin
Outlook 2000 or Outlook 2002, and you then upgrade to Office Outlook 2003,
Microsoft Office or Outlook Setup migrates the registry keys to the correct
location so that Office Outlook 2003 continues to use the substituted forms.



Change the form used by existing
itemsin afolder

In some cases you may need to change the form associated with items that are
already in afolder. Thisis often necessary after importing items, or if you create
acustom form after you have aready created items based on a standard
Microsoft Outlook form.

The Message Class field cannot be directly changed using the Outlook user
interface, but you can use VBScript, Visual Basic, or Visual Basic for
Applications to change the Message Class field.

The following Automation code can be used as a basis for developing your own
solution. This code assumes that the name of the new form is MyForm. It will
change all contactsin your default contacts folder so that they will use MyForm.

Sub ChangeMessageC ass()
Set ol App = New Cut| ook. Appl i cation
Set ol NS = ol App. Get NaneSpace(" MAPI ")
Set ContactsFol der = _
ol NS. Get Def aul t Fol der (ol Fol der Cont act s)
Set Contactltens = ContactsFol der.Itens
For Each Itmin Contactltens
If I'tm MessageC ass <> "I PM Cont act. MyForni Then
It m MessageC ass = "I PM Cont act . MyFor nf
[tm Save
End If
Next
End Sub

Note If you want to use afolder other than a default folder, use the Folders
collection object to refer to any folder that is available in your Folder List.



Create an Outlook form

All custom forms must be based on existing Microsoft Outlook forms. If you do
not wish to use the default form functionality provided by Outlook, you can hide
all of the default form pages and use only the extra blank pagesto create a
compl ete custom form.

To begin designing an Outlook form:

1. Open an Outlook item by doing one of the following:
o To open amail message, click the New Mail M essage icon.
o Click the arrow beside the New Mail M essage icon, and then click
Mail M essage.
o On the File menu, click New, and then click M ail M essage.
o On the Actions menu, click New Mail M essage.
o Double-click anywhere in an empty area of the Inbox view pane.
2. When you have the new form opened, on the Tools menu of the form, click
Forms, and then click Design This Form. You may also click Design
Form, and then select to design a different form.
3. Add thefields, controls, and code that you want to your new form.



Customize pageson aform

In general, you can customize up to five pages on aform. For e-mail messages
and posts, you can customize a sixth page, the Message page; and for contacts,
you can customize the General page.

With the form in design mode :

1. Click the page that you want to customize.

2. Fromthe Field Chooser, drag afield to the page. Outlook automatically
sizesthefield for you.

If the field that you want doesn't appear in the Field Chooser, click a
different field set in the box at the top of the Field Chooser.

3. Toadlign, size, or remove fields, right-click the field, and then select the
options that you want on the shortcut menu.

4. Add and remove controls.

Tips

e To createfields, click New in the Field Chooser. Type a name for the field
in the Name box, and then select afield type and format. Fields support
calculated expressions, validation formulas, and field formatting.

e |f youdrag afield or control to a hidden page, the page automatically
shows on the form at run time.



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

In this approach, you take a standard Outlook item, such as a contact, mail
message, task request, or meeting request and add fields and extra pages.

Note All custom forms must be based on existing Outlook forms. If you do not
wish to use the default form functionality provided by Outlook, you can hide all
of the default form pages and use only the extra blank pages to create a complete
custom form.

1. Open the item on which you want to base the form. For example, if you
want your form to organize and collect information about a person or
organi zation, open a contact. In the contact, select For ms on the Tools
menu and click Design This Form. This opens the item in design mode.

2. Set attributes for the form. In design mode, you add attributes such as a
caption, password, or description on the Properties page. The Actions page
lists default Reply forms. You can add your own custom Reply formsto the
Actions page as well as change several aspects of how the default Reply
forms work.

3. Design the form by moving, removing, and adding fields and pagesin the
form. All thefieldsin the form and al the fields you add from the Field
Chooser retain their built-in properties and functionality. For procedures on
designing form pages, see Creating For ms under Solutions with Forms,
Public Folders, and Views on the Help Contents tab.

4. Test and publish your form. You can instantly see how your form looks; just
open your new form in run mode by clicking Run This Form on the Form
menu on the form. You can publish your form to your Personal Forms
Library or to afolder to test it, and then publish the form to a public folder
or to the Organization Forms Library so other users can use it.




Usethe Fiedld Chooser

Although you can add a control to aform and then bind the control to afield, it
is usually more effective to use the Field Chooser. The Field Chooser letsyou
add a control and bind it to afield in asingle step. Also, in many cases, the built-
in control provided by the Field Chooser has specia features and capabilities
that cannot be duplicated by binding afield to a standard control.

Microsoft Outlook displaysthe Field Chooser whenever you open aformin
design mode.

Note Some entriesin the Field Chooser, such as Categories, display ellipses
after them. These entries correspond to Outlook windows. When you drag one of
these entriesin the Field Chooser to aform page, Outlook creates a button that
can be clicked to open the window.



How to open aform

You can open custom forms that you create in Microsoft Outlook. How you open
a custom form depends on where you saved it.

To open a
form
Inthe Folder  Select the folder in which you saved the form. On the Actions
Forms Library menu, select the form that you want to open.

In the On the File menu, click New, and then click Choose Form. If
Organizational necessary, on the Choose Form dialog box, click
FormsLibrary Organizational FormsLibrary inthe Look In box.

On the File menu, click New, and then click Choose Form. If
necessary, on the Choose Form dialog box, click Personal
FormsLibrary inthe L ook In box.

Saved asan On the File menu, click New, and then click Choose Form. If
Outlook necessary, on the Choose Form dialog box, click User
template Templatesin File System in the L ook I n box.

On the Tools menu, click Find. In the Find pane, click
Advanced Find. Inthe Look for box, click Files
(Outlook/Exchange), and then type the name of thefilein the
Named box.

Do this

In the Per sonal
FormsLibrary

Saved as afile



How to edit aform

1. Opentheform.
How?

2. On the Tools menu, select Forms and click Design This Form to switch to
the design mode of the page.

3. Make your changes.

4. Savetheform.

How?
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Create custom actionsfor aform

Actions are avery powerful feature of Microsoft Outlook forms that allow you
to create awide variety of solutions without writing programming code. For
example, you can use actions to open other forms, even forms of a different type,
or you can create a message form with an action that opens a contact form.

With the form in design mode:

1. Click the (Actions) page.
2. Click New.
3. Select the options that you want.

Notes

e You can specify whether you want an action to appear as acommand on
both the Actions menu of the form and the Form Design toolbar, or just on
the item menu.

e You can also use actions to create a new item. For example, you can create
amessage form with an action that creates a new contact. The new itemis
created in the open folder, not in the Contacts folder.

¢ You need to use the Forwar d action to have attachmentsincluded in a
Reply. So even if your Action isa Reply Action, use the Forward method
to preserve attachments.

e Thereisno direct way to have the original item automatically close when
the new item is launched. You need to use Microsoft Visual Basic Scripting
Edition (VBScript) to accomplish this.



Createareply form

When you create a Message form , you often want usersto send areply by using
areply form.

An action automatically opens areply form, typically when a user clicks Reply,
Forward, or another command on the form. For example, an action can create a
Forward button, that, when selected by the user, opens a Forward form for the
user to fill in and send to reply to your message. You can specify that the form
use standard Reply and Forward headers, and you can even add prefix text, such
as RE: to the Subject field of your custom reply form.

You can use the default reply forms included with Outlook (these are the forms
listed on the Actions page), or you can disable any of these forms and create a
custom reply form. The custom reply forms that you create are listed on the
Actions page in design mode in the form.

You can create custom buttons and menu commands and specify what happens
when the user chooses them. You can also create a button or menu command that
opens atask, a Calendar item, or even a note.

You can send information without opening areply form by pre-addressing a
custom reply form to go to a specific e-mail address or to a public folder.



What do you want to do?

Createa custom reply form

Add a custom button or menu command to start areply form

Open atask, Calendar item, or note from a custom form

Use standard Reply and Forward headerson aform

Automatically insert text into the Subject field of areply form

Specify whether a form promptsthe user, opens, or is sent

Pre-addressareply form to a public folder or an e-mail address




About the form name and message
class

The message classis an internal identifier used by Outlook and Microsoft
Exchange to locate and activate aform .

The MessageClass property corresponds to the MAPI property
PR_MESSAGE_CLASS. This class property determines which receiving folder
the message should be routed to and which form should be activated to view the

message.

In the Publish Form Asdialog box, when you type a name in the Display name
field, you will notice that the Form name field reflects the display name by
default. You can leave the form name to be the same as the display name or you
can change the form name. The display name will be the caption at the top of
your form. The display name will also be used to construct the name under
which your form will be published. When you publish your form, the display
name will be listed in the Choose For m dialog box.

Outlook automatically constructs a message class for the form by preceding the
form name with IPM. For instance, if you publish a mail message form that you
want to name "MyForm", in the Display namefield, type: Thisismy Form. In

the Form namefield, type: MyForm. At the bottom of the dialog box, Outlook

will display the message class for your new form as: IPM.Note.MyForm.

When you search in the Choose For m dialog box, you will see "Thisis my
Form" displayed in thelist. If you select it, the Display name field at the bottom
of the dialog box will display, "Thisis my Form" and the Form name field will
display, "MyForm".

A message class, which is generated automatically by Outlook from the form
name, is assigned to the form. When aform with that message class is selected,
Outlook loads and displays an instance of that form. Outlook will use the
message class, |PM.Note.MyForm, to locate the form with the display name,
"Thisismy Form".
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|tem types and message classes

The type of an item is defined by its Type property. The message class for an
item is defined by its M essageClass property.

Message class I D
IPM.Activity
|PM .A ppointment
|PM.Contact
|PM.DistList
| PM.Document

|PM.OLE.Class

|PM
|PM.Note

|PM .Note.IMC.Notification

| PM .Note.Rules.Oof . Templ ate.Mi crosoft
|PM .Post

|PM.StickyNote

|PM.Recall.Report

|PM .Outlook.Recall

|PM.Remote

|tem typeisused to
Create journal entries.
Create appointments.
Create contacts.
Create distribution lists
Create documents.

Create the exception item of a
recurrence Sseries.

If the specified form cannot be
found.

Create e-mail messages.

Create areport from the Internet
Mail Connect (the Exchange Server
gateway to the Internet).

Show out-of-office templ ates.
Post anote in afolder.

Create a note.

Create a message recall report.

Retrieve sent messages from
recipient Inboxes.

Represent a Remote Mail message
header.

|PM.Note.Rules.ReplyTemplate.Microsoft Edit rule reply templates.

| PM.Report

|PM.Resend

| PM.Schedule.M eeting.Cancel ed
| PM .Schedule.M eeting.Request
|PM.Schedule.M eeting.Resp.Neg

Report item status.

Resend afailed message.

Send meeting cancellations.
Create meeting requests.

Create decline meeting responses.



| PM.Schedule.M eeting.Resp.Pos
|PM.Schedule.M eeting.Resp. Tent

|PM .Note.Secure

|PM.Note.Secure.Sign

|PM.Task
|PM . TaskRequest.Accept

|PM.TaskRequest.Decline

| PM . TaskRequest
|PM . TaskRequest.Update

Create accept meeting responses.
Create tentative meeting responses.
Send encrypted notes to other
people.

Send digitally signed notes to other
people.

Cresate tasks.

Create accept task request responses.

Create decline task request
responses.

Create task requests.
Create updates to requested tasks.



Outlook fields and equivalent

properties

Name of field in Microsoft Outlook

Field Chooser
% Complete
Account
Actual Work
Address Selected
Address Selector
All Day Event
Anniversary
Assigned
Assistant's Name
Assistant's Phone
Attachment
Bcc
Billing Information
Birthday
Business Address
Business Address City
Business Address Country
Business Address PO Box
Business Address Postal Code
Business Address State
Business Address Street
Business Fax
Business Home Page
Business Phone
Business Phone 2

Name of equivalent Outlook object

model property
PercentComplete
Account
ActualWork
N/A
N/A
AllDayEvent
Anniversary
DelegationState
AssistantName
AssistantTelephoneNumber
Attachments
BCC
Billingl nfor mation
Birthday
BusinessAddress
BusinessAddressCity
BusinessAddressCountry
BusinessAddressPost OfficeBox
BusinessAddressPostalCode
BusinessAddressState
BusinessAddressStr eet
BusinessFaxNumber
BusinessHomePage
BusinessTelephoneNumber
Business2TelephoneNumber



Callback

Car Phone
Categories

Cc

Changed By
Children

City

Color

Company

Company

Company Main Phone
Complete

Computer Network Name
Contact

Contacts

Content
Conversation
Country

Created

Customer 1D

Date Completed
Defer until
Department
Distribution List Name
Do Not AutoArchive
Download State

Due By

Due Date

Duration

E-mail

E-mail 2

E-mail 3

E-mail Selected

Callback TelephoneNumber
Car TelephoneNumber
Categories

CC

N/A

Children
HomeAddressCity

Color

Companies
CompanyName
CompanyM ainTelephoneNumber
Complete

Computer Networ kName
FormDescription .ContactName
Links

Body

ConversationTopic
HomeAddressCountry
CreationTime
Customer|D
DateCompleted
DeferredDeliveryTime
Department

DL Name

NoAging

N/A

FlagDueBy

DueDate

Duration

Email1Address
Email2Address
Email3Address

N/A



E-mail Selector

End

Entry Type

Expires

File As

First Name

Flag Status

Follow-up Flag

From

FTP Site

Full Name

Gender

Government ID Number
Have Replies Sent To
Hobbies

Home Address

Home Address City
Home Address Country
Home Address PO Box
Home Address Postal Code
Home Address State
Home Address Street
Home Fax

Home Phone

Home Phone 2

lcon

|mportance

In Folder

Initials

Internet Free Busy Address
ISDN

Job Title

Journal

N/A

End

Type

ExpiryTime

FileAs

FirstName

FlagStatus

FlagRequest
SentOnBehalfOfName
FTPSite

FullName

Gender

Gover nmentl DNumber
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Understanding the for ms cache

The forms cacheis afolder located in the user's C:\Windows\“ \Application
Data\Forms folder that serves as a storage location for forms. The forms cache
improves the load time of aform because commonly used forms are |oaded from
the hard disk rather than downloaded from the server. When aform is activated
for the first time, the form definition file is copied from its forms library to the
Forms folder. The forms cache keeps a temporary copy of the form definition in
a subfolder whose name roughly matches the name of the form.

The form table, Frmcache.dat, also located in the Forms folder, is used to locate
aform and to prevent multiple instances of the same form from being loaded in
the cache. When aform is activated, Microsoft Outlook checksto seeif aform
with the same message class is already in the cache. If not, it copies the form
definition to the cache. In addition, if a change has been made to aform, Outlook
copies the new form definition to the cache.

Outlook looks for forms in the following order. When a match is found, Outlook
opens the form and does not search further.

1. Standard Outlook forms, such as Note, Post, and Contact, in the
Application Forms Library

Forms already cached in the form cache

Forms published in the folder that-s currently selected

Formsin the Personal Forms Library

Forms in the Organizational Forms Library

agblrwd

Because Outlook caches forms, you should try to avoid having more than one
form with the same name or publishing the same form to more than one forms
library. Forms used in afolder-based solution should be published only in the
folder. If you-e developing a solution based on mail message forms, you can
temporarily publish the formsin your Personal Forms Library. Once the formis
finalized, you should publish the form to the Organizational Forms Library on
the Microsoft Exchange Server and delete the form from your Personal Forms
Library after making a backup of the form. If, for some reason, you need to
publish aform in more than one location, you should be sure to keep al forms
libraries up-to-date with the current version of the form.



Note Itisnot possibleto disable the forms cache. If you set the size of the form
cache to 0, Outlook will not be able to open any custom forms.
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Create custom forms by using Visual
Basic Scripting Edition

Microsoft VBScript is asubset of Visual Basic for Applications. You can use
V BScript to create procedures that control Microsoft Outlook folders, objects,
items, and properties. VBScript in Outlook requires a special object syntax that
has some differences from referencing objectsin Visual Basic for Applications.

L earn about the Outlook object model.

You can choose the Outlook item on which to base your custom form. Learn
about choosing an item.

You can extend Outlook forms by using custom controls from the Control
Toolbox. Outlook forms can use most of the properties and methods that come
with the controls. Since controls cannot store values, to store the value you need
to bind the control to an Outlook field.

L earn about binding.

The Outlook object browser displays the classes, properties, methods, events,
and constants available from the Outlook object library. The object browser lets
you view and use objects in the Microsoft Script Editor and obtain information
about the syntax for using the object.

L earn about viewing and using the object browser.

The Microsoft Script Debugger provides you with a comprehensive debugging
environment for testing and correcting errorsin the VVBScript code for your
forms.

L earn about the Script Debugger.
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Troubleshooting forms

| can't find the form | created.

e Theform may be visible only for message responses. To trigger the
response form, create aform, such as a new message form, and then send it
to yourself. Open the response form, click the (Properties) page, and then
clear the Use form only for responses check box.

e Theform may not have been saved, or it may not have been saved to a
forms library.

e Based on the item type used, switching to a table view may make it easier
to see the form.

My datais not being saved with the form.

You probably used the Control Toolbox to add controls to aform. When you add
controls from the Control Toolbox, if the control will be used to store data, you
should bind the control to afield. Datais stored in fields, not controls. If a
control isnot bound to afield, the datawill be lost when the item is saved or
sent.

Note If you drag afield from the Field Chooser, the control that is created will
automatically be bound to the field.

The form is always saved with the item.

If Microsoft Visual Basic Scripting Edition (VBScript) in aform changes the
form itself, Microsoft Outlook may save the form definition with the item,
creating a one-off item.

| can't change the default e-mail message form.

You cannot set a custom form as the default form for the Inbox. All incoming e-
mail uses the default mail form or aform specified by the sender.

However, you can change the default mail message form that Microsoft Outlook



will usein all folders. For more information, see Help.

New items aren't using my custom form.

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

Old items aren't using my custom form.

You need to change the M essage Class field of all the older itemsin the folder.

Received e-mail messages or post forms don't appear customized when
read.

E-mail messages and post forms can be viewed in either Compose or Read
mode. You can disable this capability so that there is only one mode for the
form, or you can modify the Read and Compose pages separately. These options
are on the Form menu when in design time.

An incorrect version of aform is being used.

You probably published this form to more than one forms library. Make sure that
the form is published in only one place.

| can't find the message or notes property for an item.

The Message or Notesfield on aform is referred to as the Body property in the
Microsoft Outlook object model.

| cannot open a password-protected form.

Remember that the password is case-sensitive.

If aform has been password-protected and the password is no longer known,
Microsoft cannot help you circumvent the password protection.

Error: A field on this form requires a value.

Check whether controls on the form have field validation enabled in the



Properties dialog box of the control.

If the error still appears, you must delete any unused custom fields that exist in
the item, regardless of whether they appear on the form.

Use an Outlook Form in Microsoft Exchange.

Microsoft Exchange Client does not recognize Microsoft Outlook forms. A
Microsoft Exchange Client user who opens an Outlook form sees only the
standard message form properties; that is, all custom fields are not visible.
However, Outlook can open forms designed with the Microsoft Exchange Forms
Designer.

The form commands are missing from the Tools menu, so | can't display
the design environment.

If you are using Microsoft Word as your e-mail editor, the form's design
environment isn't available. Turn off Word as your e-mail editor, and then reopen
the form.

1. Inthe main Microsoft Outlook window, on the Tools menu, click Options,
and then click the M ail Format tab.
2. Clear the Use Microsoft Word to edit e-mail messages check box.

My solution doesn't run on other computers.

Use the following troubleshooting tips to help troubleshoot problemsif your
forms or programming solution works on some computers, but not others.

Microsoft Visual Basic Scripting Edition (VBScript) version If your solution
involves forms that use VBScript, you may need to make sure that all computers
are using the same version of VBScript that is being used on your devel opment
computer. VBScript is a shared component. Installing other software, such asa
newer version of Microsoft Internet Explorer, may result in newer versions of
VBScript being installed. For the latest information about VBScript versions, go
to http://www.microsoft.com/scripting.

Controls If your solution uses any nonstandard controls, check to seeif the
controls are properly installed on all of the user's computers. If you are using any



control other than one of the Forms 2.0 controls that are installed by Microsoft
Office, you should provide your users with a Setup program to ensure that all of
your controls are installed correctly.

Permissions or user rights Make sure that any user experiencing problems has
proper permissions or rights to use any public folders or other resources that
your solution uses.

Mail forms If your solution sends forms from one user's computer to another,
did you select the Send form definition with item check box on the form's
Properties page when in design mode? If not, you or the users must properly
install the form so that it is available for users. Also, make sure that the
computers are configured with the same type of mail accounts. Sometimes the
type of message format (Microsoft Rich Text, HTML, or plain text) can play a
role, aswell as whether or not Microsoft Word is the e-mail editor. When the
message is received, is the type of message format the same as when it was sent?
Isit possible the format was converted during the send process?

VBScript code in the form does not run.

For security reasons, Outlook does not run Microsoft Visual Basic Scripting
Edition (VBScript) in aform if the form is a one-off form. Ideally, you should
avoid one-off forms and publish formsto aform library instead. If you are using
Microsoft Exchange, you can implement custom security settings in the
Microsoft Outlook Security Settings folder to re-enable VBScript in one-off
forms.

The macro virus warning keeps appearing.

There is Microsoft Visual Basic Scripting Edition (VBScript) code in the item.
To prevent this message from appearing, the VBScript code should be located in
a published form. Published forms are considered safe, and therefore the macro
virus warning is not displayed if the code exists in the published form.

If you published the form but still receive the warning message, this usually
means one of two things. the Send form definition with item check box is
selected on the form's Properties page; or the item has become a one-off form
and the form definition, including VBScript code, has become part of the item
itself.



The Click event of a control doesn't fire.

The Click event doesn+ fire for controls bound to afield. Because the controls
are bound to afield, when the value of the field changes you can use the
PropertyChange or CustomPropertyChange event.



Overview of Appointment Forms

The default pages of an appointment form are not customizable. Because these
pages provide much of the Microsoft Outlook appointment scheduling
functionality, it is recommended that you do not hide these pages, but add
additional functionality to a new page on the form.

Note Meeting Request forms are not designed to be customized. Instead,
customize an appointment form, and the custom form will be used when the
appointment is converted to a meeting.



Overview of Contact Forms

The General page of a contact form can be modified, but the other default pages
cannot be customized. You can hide these pages and create new pages on the
form if you choose. Learn about using contact item selector fields.

Note On the General page, you cannot modify the address, phone and e-mail
"selector” lists that contain the names of standard Microsoft Outlook fields.
Also, the FileAs list offers two choicesif only a contact's first and last name
have been entered, or five choicesif acompany name has also been entered.
Thislist of choices cannot be modified.
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Using contact item selector fields

You can customize a contact form using specially bound controls that display
dialog boxes that let users change fields in the item.

Most of these controls are available directly from the Field Chooser. The
following lists these controls.

Address Selector Address Selected
E-mail Selector E-mail Selected
Phone x Selector Phone x Selected

To use these fields on a contact form page, open the form in design mode and
then use the Field Chooser to drag the field onto the page. This will

automatically create the appropriate controls and labels on the page.



Overview of Distribution List Forms

The default pages of distribution list form are not customizable. Because these
pages provide much of the Microsoft Outlook distribution list functionality, it-s
recommended that you do not hide these pages, but add additional functionality
to anew page on the form.



Overview of Journal Forms

The default page of the journal form cannot be modified, but you can hide this
page and create new pages on the form if you choose.

Note Thelist of Entry Type entries cannot be customized.



Overview of Mall Forms

All pages of an e-mail form are customizable.

Like post forms, mail forms have separate Compose and Read pages. When a
user opens a new e-mail message, the form is displayed in Compose mode and
pages are displayed so that the user can fill out the form to be sent. When the
recipient opens the item, the form is displayed in Read mode, and a different set
of pages and controls can be used to display the datain the fields. When
designing an e-mail message form, you can choose to disable the separate Read
and Compose pages so that the form isidentical at all times. If you use separate
pages, you can often copy and paste the controls from the one set of pagesto the
other.

L earn about making separate Compose and Read pages.

If you are customizing amail form for use in an organization that is using
Microsoft Exchange Server, the form should be published in the Organizational
Forms Library. If you do this, then you can clear the Send form definition with
item check box on the form's Properties page so that only the field datais
transmitted when the item is sent. Thiswill greatly reduce network traffic and
also make updating the form much easier in the future because each client will
be using the shared form that is published on the server.

When designing amail form, it isimportant to consider which type of message
format the form should be in. Choices are Microsoft Rich Text, HTML and plain
text. You can also specify that Microsoft Word must be used as the e-mail editor
if you enable the option on the Properties tab of the form. Careful consideration
should be given to what versions of Microsoft Outlook or Word potential
recipients will be using. To programmatically set HTML in amail form, see
HTM L Body Property. To programmatically access the Word object model to
manipulate a Word e-mail message, see Wor dEditor_Property.

Note Some of the properties and objects related to mail formats may behave
differently depending on whether Outlook 98 or Outlook 2000 was running in
Corporate Workgroup mode or Internet Mail Only mode. Outlook 2002 and | ater
do not distinguish between the Corporate Workgroup mode and Internet Mail



Only mode.
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M ake separ ate compose and read
versionsfor aform

You can create and edit separate compose and read versions for each page of a
form. The compose version iswhat the sender see§  for example, what you see
when you create a message. The read version is what the recipient see§  for
example, what you see when you read your mail.

With the form in design mode:

1. To create or edit the compose page, click Edit Compose Page on the Form
menu.

To create or edit the read page, click Edit Read Page on the Form menu.
2. Customize pages on the form.
How?

Note You can quickly switch between the two versions by clicking the Edit
Compose Page and Edit Read Page buttons on the Form Design toolbar. If
these buttons are not available, you set compose and read versions to be the
same. To have separate compose and read versions, click Separ ate Read

L ayout on the Form menu.



Overview of Post Forms

Like mail forms, all post form pages are customizable, and post forms aso have
separate Compose and Read pages that you can modify.

L earn about making separate Compose and Read pages.

A folder containing postsis usually grouped by the Conver sation field to keep
related topics together. The Conver sation field, also known as the

Conver sationTopic property in the Microsoft Outlook object model, is set based
on the Subject field of anew post in the folder. All repliesto thisitem will
inherit the Conver sation field from the parent item. However, if the user
changes the Subj ect field, the Conver sation field will be set to the new subject,
creating a new conversation.




Overview of Task Forms

The default pages of atask form are not customizable. However, you can hide
these pages and create new pages on the form if you choose.

When tasks are used in a personal folder, you can assign tasks to other people.
However, when task items are placed in a Microsoft Exchange public folder,
they cannot be assigned. Instead, the Owner field can be modified to reflect who
currently owns the task. It may be advantageous to create a custom view so that
the tasks are grouped by their owner.



Set propertiesfor aform

With the form in design mode:

1. Click the (Properties) page.

2. To protect your form with a password, select the Protect form design
check box, and then type a password in the Passwor d and the Confirm
boxes. Click OK .,

3. To be able to send a copy of the form in e-mail, select the Send form
definition with item check box.

4. To have the form show only for replies to messages, select the Use form
only for responses check box.

5. Select other options that you want.
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Set the attributes of aform

The attributes of aform are set in design mode on the Properties and Actions
pages. On the Properties page, the information such as Description, Category,
and Form Number helps users find and identify your form in the New Form
dialog box. If you do not want users to modify your form, you can protect aform
by assigning a password to it.

One very important attribute of your form is whether to send the form definition
with 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 aforms library, then you
must select the Send form definition with item check box (Properties page).
The form definition includes all the new data you add to the form when you send
the form to another user. When you only plan to use your form one time and do
not want to publish your form, thistype of form is commonly referred to asa
one-off form.

If you plan to publish your form to aforms library to which other users have
access, such as an Organizational Forms Library or apublic 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 want to change how users reply to your form, click the Actions page. The
Actions page lists the default Reply forms that are available. You can add your
own custom Reply forms as well. For example, forms based on a new mail
message have built-in Reply, Reply to All, Forward, and Reply to Folder forms.
When users receive your form, the form will have buttons and menu commands
so users can respond to the form. You can disable some or all of these default
forms and set attributes for how these Reply forms appear.
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Set default propertiesfor aform

With your form in design mode, click the tab for the Properties page.

Category You can specify a category for your form that will help to
organize the forms in the New Form dialog box when you are selecting a
form.

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

Always use Microsoft Word asthe e-mail editor Letsyou specify that
Microsoft Word will be the editor for the message portion (or control) of
your form. Thiswill add all the formatting options that are available with
Word, such as spell checking and thesaurus. In order for these optionsto be
available, the recipients of your form must have Word installed.

Note Thisfeature has not been changed from earlier versions of Microsoft
Office. Selecting this option uses an older architecture for using Word as

the e-mail editor and does not provide exactly the same user experience as
enabling Word as the e-mail editor by clicking Options on the Tools menu.

Template You can specify the Word template that is used to format the
text in the message control of the form.

Contact When you click Contact, you have access to the Address Book.
This alows you to select the names of people who are responsible for
maintaining, upgrading, or providing information about this form. The
contact information that you provide will show in the Forms M anager
dialog box and the form Properties page.

Description You can type adescription of your form. This could include

instructions for the use of the form as well asafull description of the form's
purpose. Thisinformation will be displayed in the About dialog box on the
Help menu of the form as well asin the Properties dialog box for the form.

Version Allowsyou to set aversion number for thisform. Thisisafree-



form text field and does not affect Microsoft Outlook behavior in any way.

Form Number Allowsyou to set aform number. Thisis afree-form text
field and does not affect Outlook behavior in any way.

ChangeLargelcon When you click this button, aFile Open dialog box
allows you to select adifferent large icon for your form. Large icons appear
in the form Properties dialog box.

Change Small Icon When you click this button, a File Open dialog box
allows you to select a different small icon for your form. Small icons appear
in the Outlook folder to represent an item of the type created with the form.

Protect Form Design  When you select this box, you gain accessto the
Passwor d dialog box. You can type a password of your choicein the
Password field, and then retype it in the Confirm field. If you make a
mistake when retyping, a message box will inform you and you will have
the opportunity to type the confirmation again. Setting a password for your
form means 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 password protection.

Set Password When you click this button, the Password dialog box will
allow you to set a password for the protection of your form. This has the
affect of selecting the Protect Form Design check box.

Note The password can be accessed using the Outlook object model soitis
not fully secure. Setting a password on a custom form only serves as a
deterrent so that users cannot easily access the form in design mode.

Send form definition with item Specifies that the form definition is
included when you send the form. This causes the form to be much larger
than if this option is not selected. Selecting this check box creates a self-
contained form that will alow your recipients to view the form even if they
don't have access to the same forms library as the sender.

If you don't specify that the form definition should be sent with the item,
the recipient will receive aregular form instead of the one that you have
created. Setting this option allows recipients to open the item in the form on
their computer, even though the form has not been installed on their



Outlook system. Thisis especially useful for one-off forms that have been
created for one-time use.

Outlook does not run VBScript code if the form definition isincluded with
theitem. In most cases, it is better to publish aform rather than to include
the form definition with the item. If you do send the form with the item,
you can re-enable the VBScript code if you use custom security settingsin
the "Outlook 11 Security Settings' folder on the Microsoft Exchange public
folder. In that case, if you send aform with this box checked, the recipients
will sseaWarning dialog box. They have the option of disabling the
macros since the form is not published. Harmful macros could delete or
copy their files, or send mail from their mailbox to another user.

If network or file transfer timeis an issue, and you cannot publish the form
for some reason, an alternative to sending the form definition is to save the
form and send it as an attachment to another form. Recipients can take the
attached form and publish it in their own forms library.

Useform only for responses Hidesaform when it is published to aforms
library. This option is useful in situations when you have created a form that
isintended only for replies. In another form, you can specify that your reply
form will be used instead of the default reply form.

To use your form only for responses, select the Use form only for
responses check box, and then publish your form. Open a second formin
design mode. On the Actions page of the second form, you can specify
your published form in the Reply or Reply to All action. To use your form
as the default reply form, double-click the Reply action in the second form.
You can select the name of your published reply form in the Form name:
field of the Form Action Propertiesdialog box. Thiswill cause your reply
form to be used instead of the default reply form.
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Add Helptoaform

A Help file cannot be associated with aform, so you cannot use the
HelpContextl D property to create Help for a Microsoft Outlook form. Instead,
you can use the following steps to add a page of explanatory text to your form.

agrwbdPE
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Click the page to which you want to add text.

On the Form menu, click Rename Page.

In the Page name box, type Help, and then click OK.

Drag a TextBox control from the Control Toolbox to the form.
Right-click the TextBox control, and then click Properties on the shortcut
menu.

On the Display page, select M ulti-line check box.

Type the explanatory text that you want in the TextBox control.
Right-click the TextBox control, and then click Properties on the shortcut
menul.

On the Display page, select the Read only check box.

Note If the Compose page is different from the Read page, you may need to
create separate Help pages.



Change the icons associated with your
form

1. Indesign mode, click the Properties page.
2. Click Change Largelcon or Change Small I con.
3. Select theicon you want to use.

Note Sometimes you may find that even if you specify that a custom form
should use a specific icon, when you view an item in afolder, a standard icon is
used instead. This may happen in the following scenarios:

¢ You published the form in alocation that is not accessible to everyone. For
example, when they receive a custom e-mail message form, they do not
have access to the custom form. Therefore, Microsoft Outlook displays the
standard icon.

¢ Theitem has become a one-off form. In this case, the message class of the
item changes to the default message class for that particular type of item
and the icon reverts back to the default icon for that type of item.

e You replied to or forwarded an item in afolder 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 message class. Therefore, the new itemisa
standard form that will not have a custom icon.

e You replied to or forwarded an item in afolder. In this case, Outlook
replaces the custom icon with the standard icon so that the reply or forward
indicator arrows can be displayed.

The following resolutions correspond to the causes listed above:

e Publish the form to alocation that is accessible to everyone using the form,
typically the Organizational Forms Library.

¢ Reset the message class of the item.

o Disable the standard Reply, ReplyAll, and Forward actions and create
custom Reply, ReplyAll, or Forward actions that start your custom form
instead.

e Thisisadesign limitation of Outlook. The forward or reply icons will
always be used instead of your custom icon.



Show or hide fields when printing
and saving aform

1. In design mode, right-click the field that you want, and then click
Properties on the shortcut menu.

2. Click the Validation page.

3. Select or clear the Include thisfield for Printing and Save As check box.



Hide or show form pages

While in design mode:

1. Click the page that you want to hide or show.

2. On the Form menu, click Display This Pageto clear or select the check
mark.

Notes

¢ Parentheses around a page name indicate the page is hidden. You cannot
show the (Properties) or (Actions) pages.

e |f you drag afield or control to a hidden page, the page automatically
shows.

e To change what 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.

e At least one page must bevisiblein aform.



Require avaluefor afield or control

1. In design mode, right-click the field or control that you want, and then click
Properties on the shortcut menu.

2. Click the Validation page.

3. Select the A valueisrequired for thisfield check box.
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About standard fields in Microsoft
Outlook

Microsoft Outlook provides standard fields for each standard item. Some fields
are available in individual items, and you can add and remove al fields from a
table or card view type.

The value for fields with the Yes/No data typeis saved as-1 or 0. The value for
fields with the Duration data type is saved as minutes.



What do you want mor e infor mation about?

Standard fieldsin a Calendar item

Edit
Field in Data type and meaning
view
All Day Yes Yes/No. _If set to Yes, the Duration field is set to 24 hours
Event (1440 minutes).
Attachment No Yes/No.
E:flgrnrgation ves Text.

Text. Field used to group and find related items. Multiple
categories are separated by commeas.

Text. Names of contacts linked to this item. Multiple names
are separated by commas.

Text. Value of the Subject field in the original message in a
conversation.

Created No Date/Time. Date and time the Calendar item is created.

Do Not
AutoArchive

Categories  Yes
Contacts No

Conversation No

es Yes/No. Specifies whether to archive the Calendar item.

Duration. 24 hours (1440 minutes) if the All Day Event
Duration No fiddissetto Yes. Otherwise, the difference between the
values of the End and Start fields. Saved as minutes.

End Yes Date/Time. End date and time of a Calendar item.

The following settings apply.
0 Low importance

1 Normal importance

2 High importance

lcon Yes Internal datatype.
In Folder No Text. Name of the folder that contains the Calendar item.
Location Yes Text. Location of a meeting or appointment.

The following settings apply.
0 None

Importance Yes



Meeting
Status

Message
Class
Mileage
Modified
NetMeeting
AutoStart

NetMeeting
Office
Document
Path

NetMeeting
Organizer E-
mail
NetMeeting
Server

NetMeeting
Type
NetMeeting
URL

Notes
Online
Meeting
Online
Meeting
Type

Optional
Attendees
Organizer
Outlook

No

Yes
No

Yes

Yes

Yes

Yes

Yes
No

Yes

Yes

No
No

1 Meeting organizer

2 Tentatively accepted
3 Accepted

4 Declined

5 Not yet accepted

Specifies the message class for the type of item.

Text.
Date/Time. Last time the Calendar item was modified.

Yes/No. Specifies whether an online meeting starts
immediately when the reminder appears.

Text. Specifies the path of the Microsoft Office document
used for online-meeting collaboration.

Text. E-mail address of the online-meeting organi zer.

Text. Name of the NetMeeting server for the online meeting.

The following settings apply.
O NetMeeting
1 NetShow

Text. The URL of the online meeting.

Text. Value of the text box of the appointment.
Yes/No.

The following settings apply.

O NetMeeting
1 NetShow

Text. Names of optional attendees for a meeting or
appointment. Multiple names are separated by semicolons.

Text. Name of the organizer of a meeting or appoi ntment.



Internal
Version

Outlook
Version

Read

Recurrence

Recurrence
Pattern

Recurrence
Range End

Recurrence
Range Start

Recurring

Remind
Beforehand

Reminder

Reminder
Override
Default

Reminder
Sound

Reminder
Sound File

Required
Attendees

Resources

No

No

No

No

No

No

No
No

Yes

Yes

Yes

Yes

No

No

For administrator use only.

Text. Version of Outlook that the Calendar item is created
in.

Yes/No. Specifies whether the Calendar item has been
marked as read.

The following settings apply.

O None

1 Daily

2 Weekly

3 Monthly

4 Yearly

Text. Combination of the values of the Recurrence, Start,
and End fields.

Date/Time. Last date and time of arecurring Calendar item.

Date/Time. First date and time of arecurring Calendar item.

Yes/No. Specifies whether the Calendar item recurs.
Number. Minutes before the reminder runs prior to a meeting
or appointment.

Yes/No. If the start time for the meeting or appointment has
already passed, the Reminder field cannot be set.

Yes/No. If set to Yes, the Remind Beforehand, Reminder
Sound, and Reminder Sound File fields are used to control
the reminder for the item. If set to No, the optionsin the
Reminders Options dialog box (on the Tools menu, click
Options, click the Other tab, click Advanced Options, and
then click Reminder Options) are used.

Yes/No. Specifies whether to play the sound fileas a
reminder.

Text. Path of the sound file to be played as areminder.

Text. Names of required attendees for a meeting or
appointment. Multiple names are separated by semicolons.

Text. Names of resources for a meeting or appoi ntment.



Multiple names are separated by semicolons.

Response Yes/No. In ameeting request, specifies whether the recipient
Requested Y& has been asked to respond.

The following settings apply.

0 Normal
Sensitivity No 1 Persond
2 Private
3 Confidentia
The following settings apply.
: 0 Free
Show Time Yes 1 Tentative
As
2 Busy
3 Out of Office
Size No Number. Number of bytes used by the Calendar item.
Start Yes Date/Time. Start time of a Calendar item.

Subject Yes Text.

Standard fields in a contact

Edit
Field in Data type and meaning

view
Account Yes Text.
Address Displays the address text that was entered into the

Yes Addressfield based on the value of the Address
Selected .

Selector field.

Address Thefollowi ng settings apply.

Yes Home Business
Selector

Other

Date/Time. When the Anniversary field hasavalue, a
Anniversary  Yes Calendar item is attached to the contact, and the
Attachment field is set to Yes.
Assistant's
Name
Assistant's

Yes Text.



Phone Yes Text.

Attachment No \_(es/No. Set to Yes When the Anniversary or Birthday
field isanon-empty field.
Billing

Information Yes  Text.

Date/Time. When the Birthday field has avalue, a
Birthday Yes Calendar itemis attached to the contact, and the
Attachment field is set to Yes.

Yes
Business (Card
Address view Text.
only)
Business
Address City ves  Text
Business
Address Yes Text.
Country
Business
Address PO Yes Text.
Box
Business
Address Postal Yes  Text.
Code
Business
Address State Yes  Text.
Yes
Business (Card
Address Street  view Text.
only)
BusinessFax Yes Text.
Business Home
Page Yes Text.
Business Phone Yes  Text.
Business Phone Yes Text.

2



Callback Yes
Car Phone Yes

Categories Yes

Children Yes
City Yes
Company Yes

Company Main
Phone
Computer
Network Name

Yes

Yes

Contacts No
Country/Region Yes
Created No

Customer ID  Yes
Department Yes

E-mail No
E-mail 2 No
E-mail 3 No

E-mail Selected Yes

E-mail Selector Yes

E-mail Display Yes
As

E-mail2

Display As ves

E-mail3

Text.
Text.

Text. Field used to group and find related items.
Multiple categories are separated by commas.

Text.
Text.
Text.

Text.

Text.

Text. Names of contacts linked to thisitem. Multiple
names are separated by commeas.

Text.
Date/Time. The date and time the contact is created.
Text.
Text.
Text.
Text.
Text.

Displays the e-mail address that was entered based on
the value of the E-mail Selector field.

The following settings apply.

0 E-mail
1 E-mail 2
2 E-mail 3

Alternate text that represents the e-mail address stored
in the E-mail field. Thistext displays onthe To line
when addressing a message or appoi ntment.

Alternate text that represents the e-mail address stored
in the E-mail 2 field. Thistext displays on the To line
when addressing a message or appointment.

Alternate text that represents the e-mail address stored



Display As Yes

File As No

First Name Yes
Follow Up Flag Yes

FTP Site Yes

Full Name Yes

Gender Yes

Government ID Yes

Number

Hobbies Yes
Yes

Home Address ((_Zard
view
only)

Hpme Address Yes

City

Home Address Yes

Country

Home Address

PO Box Yes

Home Address

Postal Code Yes

Home Address

State Yes
Yes

Home Address (Card

Street view

only)

in the E-mail 3 field. Thistext displaysonthe To line
when addressing a message or appointment.

Text. Vaue of the Full Name field, unless modified by
the user.

Text.
Text.
Text. FTP site name for the contact.

Text. Value of the Title, First, Middle, Last, and Suffix
fields of the item, separated by spaces. Any changes
made to the Full Name field arereflected in its
component fields.

The following settings apply.

0 Unspecified

1 Female

2 Male

Text.

Text.

Text.

Text.
Text.
Text.
Text.

Text.

Text.



Home Fax
Home Phone
Home Phone 2
Icon

IM Address

In Folder
Initials

Internet Free-
Busy Address

|SDN
Job Title

Journal

Language
Last Name
L ocation

Mailing
Address

Mailing
Address
| ndicator

Manager-s
Name

Message Class
Middle Name
Mileage
Mobile Phone
Modified
Nickname
Notes

Yes
Yes
Yes
Yes

Yes

Yes
Yes

Yes

Yes
Yes

Yes

Yes
Yes
Yes

Yes
(Card
view
only)

Yes

Yes

Yes
Yes
Yes
No
Yes
No

Text.

Text.

Text.

Internal Data Type.

Instant Messaging address. (Instant Messaging isa
feature of the Microsoft MSN Messenger Service and
Microsoft Exchange Instant Messaging Service.)

Text. Name of the folder that contains the contact.
Text.

Text. Refersto the reading and publishing of a calendar
user's free/busy map of events. The map isretrieved
when a user plans a meeting.

Text. Phone number for ISDN connection.
Text.

Yes/No. Specifies whether activities are automatically
recorded in the Jour nal for the contact.

Text.
Text.
Text.

Text.

Yes/No. Indicates whether the address specified by the
Address Selector field isthe mailing address.

Text.

Text. Specifies the message class for the type of item.
Text.

Text.

Text.

Date/Time. Last date and time the contact was modified.
Text.

Text. Value of the text box of the contact.




Office Location Yes

Organizationa
ID Number

Other Address

Other Address
City

Other Address
Country

Other Address
PO Box

Other Address
Postal Code

Other Address
State

Other Address
Street

Other Fax
Other Phone
Outlook

Internal Version

Outlook
Version

Pager

Personal Home
Page

Phone 1
Selected

(through Phone
8 Selected)

Phone 1

Yes

Yes
(Card
view
only)

Yes
Yes
Yes
Yes

Yes

Yes
(Card
view
only)
Yes

Yes

No
Yes

Yes

Text.
Text.

Text.

Text.
Text.
Text.
Text.

Text.

Text.

Text.
Text.

For administrator use only

Text. Version of Outlook that the contact is created in.
Text.
Text.

Displays the phone number that was selected in the
corresponding Phone Selector field.

The following settings apply:



Selector Business, Home, Business Fax, Mobile, Radio, Car,

(through Phone Other, and ISDN
8 Selector)
PO Box Yes Text.

Primary Phone Yes Text.
Yes/No. Indicates whether a specific contact isvisible to

Private Yes others who have access to the Contacts folder.
Profession Yes Text.
Radio Phone Yes Text.
Read NoO Yes/No. Specifies whether the contact has been marked
as read.
Referred By  Yes  Text.
Reminder Yes Yes/No.
Reminder Time Yes Date/Time. Date and time that areminder isrun for a
contact.
$§S;:3nder Yes Text. Caption displayed with reminder flag.
The following settings apply.
0 Normal
Sengitivity No 1 Persond
2 Private
3 Confidential
Size No  Number. Number of bytes used by the contact.
Send Plain Text
Only
Spouse Yes Text.
State Yes Text.
Yes
Street Address ((_Zard Text.
view
only)
Subject Yes Text. Value of the Full Namefield. If the Full Name

field is empty, the value of the File Asfield is used.
Suffix Yes Text. Name suffix, such as Jr. or Ph.D.
Telex Yes Text.



Title Yes

TTY/TDD

Phone Yes

User Field 1| 4Yes

Web Page Yes

ZI|P/Postal

Code Yes

Text. Name title, such as Mr., Ms., or Mrs.

Text. Phone number for TTY/TDD connection.

Text. User-defined fields provided for compatibility
with other programs.

Text.
Text.

Standard fields in a distribution list

Data type

Edit in view and

meaning

Categories  Yes

Distribution
List Name Yes

Icon Yes

In Folder No

Message NoO
Class

Modified No
Outlook

Internal No
Version

Outl _ook N
Version
Sengitivity  No

Text. Field used to group and find related items.
Multiple categories are separated by commas.

Text. The name of the distribution list.

Internal datatype.

Text. Name of the folder that contains the
distribution list item.

Specifies the message class for the type of item.

Date/Time. Last time the distribution list item was
modified.

For administrator use only.

Text. Version of Outlook that the distribution list
item is created in.

The following settings apply.

0 Normal

1 Personal

2 Private

3 Confidentid



Size No Number. Number of bytes used by the distribution
list item.

Standard fieldsin a Jour nal entry

Data type
Edit in view and
meaning
Attachment No Yes/No.
Billin
I nforrgati on Text.
Text. User-defined field used to group and find
Categories Yes related items. Multiple categories are separated by
commas.
Company  Yes Text.
Text. Name of the contact the Journal entry is
Contact No
recorded for.

Text. Names of contacts linked to thisitem. Multiple
names are separated by commeas.

Date/Time. Date and time the Jour nal entry is

Contacts No

Created No crested.
Do Not Yes/No. Specifies whether to archive the Journal
, es

AutoArchive entry.
Duration No Duration. Saved as minutes.

Date/Time. End date and time set for the Jour nal
End Yes

entry.
Entry Type No Text. Type of entry made for the Jour nal entry.
lcon Yes Internal datatype.

Text. Name of the folder that contains the Jour nal
InFolder  No

entry.
?:/II assessage No Text. Specifies the message class for the type of item.
Mileage Yes Text.
Modified  No Date/Time. Last time the Jour nal entry was

modified.



Notes No Text. First 255 charactersin the body of the Jour nal

entry.
Outlook
Interna No For administrator use only.
Version
Outlook N Text. Version of Outlook that the Journal entry is
) 0 :
Version created in.
Yes/No. Specifies whether the Jour nal entry has
Read No been marked as read.
The following settings apply.
0 Normal
Sengitivity No 1 Persona
2 Private
3 Confidentia
Size No Number. Number of bytes used by the Jour nal entry.
Start Yes Date/Time. Start time for the Jour nal entry.
Subject Yes Text.

Standard fields in an e-mail message

Edit
Field in Data type and meaning
view
Attachment No Yes/No.
BCC No Text. Namesin the Bcc box of amessage.
Billin
Inforrgation ves Text

Text. Field used to group and find related items. Multiple
categories are separated by commeas.

CcC No Text. Namesin the Cc box of a message.

Text. Names of contacts linked to this item. Multiple names
are separated by commas.

Text. Value of the Subject field in the original message in a
conversation.

Created No Date/Time. Date and time the message is created.

Categories  Yes

Contacts No

Conversation No



Defer Until  Yes

Do Not

AutoArchive Yes

Due By Yes

Expires Yes

Flag Status  Yes
Follow Up Yes
Flag

From No
Have

Replies Sent No
To

Header

status No
lcon Yes

Importance Yes

In Folder No
Junk E-mail

Yes
type
Message No
Message
Class No

Message Yes
Flag

Mileage Yes
Modified No

Date/Time. Date and time a message is to be delivered. The
server delays delivery of the message.

Yes/No. Specifies whether to archive the message.

Date/Time. Date and time the action associated with a
Message Flag is set to be completed by. When avalueis
entered for Due By, the Flag Status field is set to 2.

Date/Time. Date and time a message expires.

The following settings apply.
O Norma

1 Completed

2 Flagged

Text.

Text. Names in the From box in a message.

Text. Namesin the Have replies sent to box in a message.

Indicates the download state of the message.

Internal datatype.

The following settings apply.
0 Low importance

1 Normal importance

2 High importance

Text. Name of the folder that contains the message.
Internal datatype.

Text. Value of the text box in a message.

Specifies the message class for the type of item.

Text. Action associated with a Message Flag. When avalue
Is entered for Message Flag, the Flag Statusfield is set to 2.

Text.
Date/Time. Last date and time the message was modified.



Outlook
Internal
Version

Outlook
Version

Read
Recelpt
Requested

Received
Relevance

Remote
Status

Retrieval
Time

Sengitivity

Sent
Size
Subject
To

Tracking
Status

No

No

No

No

No
Yes

No

No

No

No
No
Yes
No

No

For administrator use only.

Text. Version of Outlook that the message is created in.

True/False. Specifies whether the message has been marked
as read.

Yes/No. Indicates whether message was sent with aread or
delivery receipt requested.

Date/Time. Date and time the message is received.
Number. User-defined significance.

Specifies the status of Remote Mail header. The following
settings apply.

0 None

1 Marked

2 Marked for download

3 Marked for copy

Duration. Specifies the time it takes to download the
message with Remote Mail. Saved as minutes,

The following settings apply.

O Norma

1 Personal

2 Private

3 Confidentia

Date/Time. Date and time the message is sent.

Number. Number of bytes used by the message.

Text.

Text. Namesin the To box in a message.

Tracking status of a message. The following settings apply.
1 Delivered

5 Read

6 Not Read

Standard fields in a note

Data type



Edit in view and

meaning
Text. Field used to group and find related items.
Multiple categories are separated by commas.

The following settings apply.

Categories  Yes

O Blue
1 Green
Color Yes 2 Pink
3 Ydlow
4 White
Content No Text. Value of the text box of anote.
Created No Date/Time. Date and time the note is created.
i(u)tglztrchive Yes/No. Specifies whether to archive the note.
lcon Yes Internal datatype.
In Folder No Text. Name of the folder that contains the note.
Message NoO Text. Specifies the message class for the type of
Class item.
Modified NoO Date_/Ti me. Last date and time the note was
modified.
Outlook
Internal No For administrator use only.
Version
Outl .00k No Text. Version of Outlook that the note is created in.
Version
Read NoO Yes/No. Specifies whether the note has been
marked as read.
Size No Number. Number of bytes used by the note.
Subject No Text.

Standard fields in atask

Datatypeand
meaning
% Complete Yes Percent.

Edit in view



Actual Work Yes

Assigned No

Attachment No
Billing

Information Yes

Categories  Yes
Company  Yes

Complete  Yes
Contacts No

Conversation No

Created No
Yes for non-
Date recurring tasks.

Completed Nofor
recurring tasks.

Do Not
AutoArchive

Due Date Yes

lcon Yes
In Folder No
Message No
Class

Mileage Yes
Modified No
Notes Yes
Outlook

Internal No

Duration. Time spent on atask. Saved as minutes.

The following settings apply.
0 Not assigned

1 Assigned by me

2 Assigned to me

Yes/No.
Text.

Text. Field used to group and find related items.
Multiple categories are separated by commas.

Text.

Yes/No. Specifies whether the task is marked as
completed.

Text. Names of contacts linked to thisitem.
Multiple names are separated by commas.

Text. Value of the Subject field of the origina
task.

Date/Time. Date and time the task is created.

Date/Time. Date and time the task is completed. If
the Date Completed field has avalue, the
Completefield is set to Yes, and the %
Completefield is set to 100.

Yes/No. Specifies whether to archive the task.

Date/Time.

Internal datatype.

Text. Name of the folder that contains the task.
Text. Specifies the message class of the type of
item.

Text.

Date/Time. Last date and time the task was
modified.

Text. Value of the text box of the task.

For administrator use only.



Version

Outlook
Version

Owner

Priority

Read
Recurring
Reminder

Reminder
Override
Default

Reminder
Sound

Reminder
Sound File

Reminder
Time

Request
Status

Requested
By
Role

Schedule+
Priority

No

Yes, if task is

inapublic
folder;

otherwise, No.

Yes

No
No
No

Yes

Yes

Yes

Yes

No

No
Yes

Yes

Text. Version of Outlook that the task is created
in.

Text. Owner of the task.

The following settings apply.

O Low priority

1 Normal priority

2 High priority

Yes/No. Specifies whether the task has been
marked as read.

Yes/No. Specifies whether the task recurs.
Yes/No. Specifies whether a reminder has been
set for the task.

Yes/No.

Yes/No. Specifies whether to play the sound file
as areminder.

Text. Path of the sound file to be played as a
reminder.

Date/Time. Date and time that areminder is run
for atask.

The following settings apply.
0 No setting

1 Not responded

2 Accepted

3 Declined

Text. In atask request, the person's name who
assigned the task.

Text.
Text.

The following settings apply.



0 Normal

Sengitivity No 1 Personal
2 Private
3 Confidentia
Size No Number. Number of bytes used by the task.
Start Date  Yes Date/Time. Start date and time for the task.
The following settings apply.
0 Not Started
1 In Progress
Status ves 2 Complgeted
3 Waiting on someone else
4 Deferred
Subject Yes Text.
Team Task  Yes Yes/No.
To No The owner of an assigned task.
Total Work  Yes Durqtion. Time the task is expected to take. Saved
as minutes.

Standard fields in a post

Field Ed't n Data type and meaning
view
Attachment No Yes/No.
Billing
Information Yes  Text.

Text. Field used to group and find related items. Multiple
categories are separated by commeas.

Text. Value of the Subject field in the original itemin a
conversation.

Created No Date/Time. Date and time the message is created.

Date/Time. Date and time amessage is to be delivered.
The server delays delivery of the message.

Categories  Yes

Conversation No

Defer Until  Yes

Do Not
AutoArchive

Expires Yes  Date/Time. Date and time a message expires.

Yes  Yes/No. Specifies whether to archive the message.



From No Text. Namesin the From box in a message.
Header status No Indicates the download state of the message.
lcon Yes Interna datatype.

The following settings apply.
0 Low importance

1 Normal importance

2 High importance

In Folder No Text. Name of the folder that contains the message.
Message No Text. Value of the text box in a message.

M

Ol N
Mileage Yes  Text.

Modified No Date/Time. Last date and time the message was modified.
Outlook

Importance  Yes

Specifies the message class for the type of item.

Internal No  For administrator use only.
Version
\C/)g:;p(;),i( No  Text. Version of Outlook that the message is created in.

True/False. Specifies whether the message has been
marked as read.

Received No Date/Time. Date and time the message is received.

Specifies the status of Remote Mail header. The
following settings apply.

Read No

Remote No 0 None
Status 1 Marked
2 Marked for download
3 Marked for copy
Retrieval NoO Duration. Specifies the time it takes to download the
Time message with Remote Mail. Saved as minutes,
The following settings apply.
O Norma
Sensitivity  No 1 Personal
2 Private
3 Confidentia
Sent No Date/Time. Date and time the message is sent.

Size No Number. Number of bytes used by the message.



Subject Yes  Text.



Changethevalue of afield

To change the value of an Outlook field, use the property name of the associated
standard field. For example, to change the value of the Subject field, use the
following code.

Item Subj ect = "New Subj ect”

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

Item User Properties. Find("M/Property").Val ue = "New Val ue"



Show All



Use fields with controls

When you drag afield from the Field Chooser, the field automatically binds to
the appropriate control. Unless you have a specia requirement to use a standard
control from the Control Toolbox, you should use the Field Chooser to provide
access to fields on your forms.

When you put a control from the Control Toolbox on aform, you must bind the
control to aform if you want to save avalue to or from a control. In most cases,
you bind TextBox, CheckBox, ListBox, ComboBox, and OptionButton
controlsto fields. Other controls, such as Label and | mage controls, that contain
static information with which the user does not interact are generally not bound
to afield.

To bind a control to afield, right-click the control, and then click Propertieson
the shortcut menu. Click the Value tab. Click Choose Field, and then click a
field or click New to create a custom field. Outlook fields are based on MAPI
properties. In this way, the values of fields are stored with the item when you
save or send the item. The controls from the Control Toolbox are only the visual
containers for afield on aform . You can set the appearance of the control using
its properties, but you cannot save avalue. Controls only exist when the specific
form appears that contains the controls. Fields can be used on any form. If you
change afield value in one place, this value changes everywhere the field is
used.

For example, to change the value of a custom field called Fax, you use the
following code:

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

Note that since thisisafield, you do not need to specify the page or the control
the field is bound to. In the following code example, a control called txtFax is
made invisible. When you work with a control, you must specify the page and
the control name.

Item Get | nspect or. Modi fi edFor mPages(" General "). ("txtFax").Visible =
Fal se



You can bind a control to afield at run time by using the internal property named
|temProperty. The following example binds a TextBox to afield named
Business Address.

Item Get |l nspect or. Modi fi edFor mPages(" General ") . Text box1.1tenProperty
= "Busi ness Address"

Note If you create a control by dragging a plain text field to aform, you cannot
bind the control to afield of adifferent type. For example, you cannot drag a
Subject field to aform and then bind it to afield containing an Email type (such
asthe To field).



Active controls and selected controls

In design mode, all controls have an active state and a selected state. When a
control is active, it means you are working with the contents of the control; when
acontrol is selected, it means you are working with the control itself.

Most controls are automatically selected when you put them on theform . In
design mode, sizing handles appear around the control border when the control
Is selected. If you deselect the control, you can select it again by clicking the
control.

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

In both the selected and the active state, you can use DEL, CTRL+X, and
CTRL+C for the Delete, Cut, and Copy commands, respectively. In the selected
state, these commands are available on the shortcut menu and affect the control
itself. In the active state, these commands affect whatever text is selected inside
the control; if no text is selected, these commands have no effect. These
commands are not available on the shortcut menu for active controls.



About custom fields and data types

You can use custom fieldsin several waysin Outlook.

¢ You can create new data-entry fields for aview or form so users can add
their own custom information. For example, you can create a Date/Time
field named "Last Talked To" in a contact folder and then add the field to a
Phone List view.

¢ You can create new views by combining the standard fieldsin asingle
column. For example, you can create a column that combines the State and
Country fields in an address list to save space.

¢ You can create aformulafield to show information in a new way. For
example, you can create afield that displays"Large" when amessageis
more than 10,000 bytes and "Small" when a message is under the same
limit.

Any field that you create is stored in the folder in which you create it. To use a
field in more than one folder, you must recreate the field in each folder.

You can create and view custom fields in table views and card views. You can
create custom fields with the following data types in Outlook.

Datatype Useto represent

Combinations of values of fields and text in a column (table) or
row (card). You can specify whether to show each field or show
only the first non-empty field. You can also combine text with
fields without the use of quotation marks.

Numeric data as currency or mathematical calculations that
involve money.

Date/Time Date and time data.

Numeric data. You can enter a duration as minutes, hours, or days.
Values are saved as minutes.

Calculations based on standard and custom fields. You can use any
appropriate functions and operators to complete the formula.

Combination

Currency

Duration

Formula



I nteger Non-decimal numeric data.

When filled in, this user-defined field is used to group and find
related items similar to the way the Categoriesfieldisused in

Keywords Outlook. Text with multiple values to be separated by commas.
Each value can be grouped individually in aview.
Number Numeric data or mathematical calculations except those that

involve money. (For money, use Currency datatype.)

Percent Numeric data as a percentage.

Text or combinations of text and numbers, such as addresses. Can
be up to 255 characters long.

Datathat contains only one of two values, such as Yes/No,
True/False, On/Off.

Text

Yes/No

Each of the data types except Combination, Formula, and Keywords has a series
of standard formats you can use to show the values of the fields.



Difference between a field and a
column

Usually, a column in atable contains the value of asingle field, such asthe
Received field. However, you can show several fields in acolumn by using a
Formula or Combination field. Fields can also be shown asrowsin acard view
or as controls on aform. A column is just one way to show the contents of a

field.
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Createa simplefield for afolder

N

SIS <

© oo N

10.

Select the folder for which you want to create the field.

On the View menu, point to Arrange By, then select Current View, and
click Customize Current View.

On the View Summary dialog box, click Fields.

Click New Field.

In the Name box, type aname for the field.

In the Type box, click the data type you want for the field. Do not select
Combination or Formula.

In the Format box, select the format you want for the field.

Click OK.

To position the field between the other fields in the view, click Move Up or
Move Down.

To remove the field from the view, click Remove.



Examples of standard formats for
datatypes

You can format fields that you create with different formats based on the data
type. The following table provides alist of some of the formats that Microsoft
Outlook includes.

For acomplete list of standard formats available for afield in aview, click
Arrange By on the View menu, then click Current View, and then click
Format Columns. Select the field you want to format in the Available fields
box, and then select aformat in the For mat list. If you don't find the format you
want, you can create a custom format with a Formula data type and the For mat
function.

Data type Standard format examples

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

Monday, March 03, 1997 8:00 AM
3/03/97 8:00 AM
Date/Time March 3, 1997
Mon 3/3 8:00 AM
8.00 AM

12h

12 hours

12h (Work Time) (see the Note below)

12 hours (Work Time) (see the Note below)

Integer 1,234

Keywords Text

All Digits: 1,234.567 or -1,234.567
Truncated: 1,235 or -1,235

Scientific: 1235E+03 or -1235E+03
Computer: 64 K or 128MB or 1 GB

65.4321%
Percent  65.43% or -65.43%

Currency

Duration

Number



65% or -65%

Text Text
Yesor No
Yes/No On or Off
True or False

Note Valuesentered in afield of a Duration data type with aregular format
assume a 24-hour day.
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Create a combination field for a
folder

N

10.
11.
12.

N AW

Select the folder for which you want to create the combination field.

On the View menu, point to Arrange By, then select Current View, and
click Customize Current View.

On the View Summary dialog box, click Fields.

Click New Field.

In the Name box, type aname for the field.

In the Type box, click Combination.

Click Edit.

To append each value for the fields that you want to use together, click
Joining fields and any text fragmentsto each other.

To show only thefirst field that is not blank, click Showing only the fir st
non-empty field, ignoring subsequent ones.

Click Field, point to the field set that you want, and then click the field that
you want to appear.

Repeat step 9 to add each field that you want to appear.

Click OK twice.

To position the field between the other fields in the view, click Move Up or
M ove Down.

To remove the field from the view, click Remove.

Notes

e Combination fields appear with the default format of the data type used. To

display a data type with a custom format, you must create aformulafield
and use the Format function.

e You cannot sort, group, or filter the contents of a combination field.
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Createaformulafield for afolder

1.
2.

©

10.
11.

12.

Nk~ W

Select the folder for which you want to create the formulafield.
On the View menu, point to Arrange By, then select Current View, and
click Customize Current View.

In the View Summary dialog box, click Fields.

Click New Field.

In the Name box, type aname for the field.

In the Type box, click Formula.

Click Edit.

To insert afunction in the formula, click Function, point to the function set
that you want, and then click the formula that you want.

Toinsert afield in the formula, select the argument that you want to
replace, click Field, point to the field set that you want, and then click the
field that you want.

Click OK twice.

To position the field between the other fields in the view, click Move Up or
M ove Down.

To remove the field from the view, click Remove.

Notes

e Formulafields are updated with any change to aview. For example, if you

change the width of a column, the formula fields are updated.

¢ You cannot sort, group, or filter the contents of aformulafield.
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Examples of Formula and
Combination fields

Result in custom

What you want to show Custom field field
_ : DateValue (Now())-
Number of days since the item DateValue ([Received]) 6 Day(s)

was received. (Formulafield)

& " Day(9)"
Description of a meeting or "This meeting occurs " The meeting occur_s
: : every day from 12:00

appointment in Calendar. & [Recurrence Pattern] _ )

: wn . PM. 10 1:30 PM. in
(Formulafield) & "in" & [Location]

room 1231

Amount to be charged for a I1F ([Entry Type] =
phone call recorded in the "Phone call" , Format $1.50
Journal at .75 aminute. ([Duration] * .75, '
(Formulafield) "Currency"), "None")

IIF ( [Flag Status] ="2"

Description of a Message Flag. ' Follow up 3/5/97

: [Message Flag] & "" & .An.
(Formulafield) [DueBy]."") 8:00:00 A.M.
The first phone number [Business Phone]

recorded for a contact, in order [Business Phone 2]
of appearanceintheformula.  [Home Phone] [Home
(Combination field) Phone 2] [Car Phone]

A description of afield
combined with thefield itself. Task Due: [Due Date]
(Combination field)

(555) 555-1234

Task Due: 3/5/97
8:00:00 A.M.
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Troubleshoot custom fields

The custom field | created is not visible.

e Custom fields are stored in the folder in which you create them. Open the
folder in which you created the custom field to seeiif it isvisible. You must
recreate a custom field for each folder in which you want to useit.

e Custom fields are stored in the field set called User-defined fieldsin the
Field Chooser and in the Show Fields dialog box. To see all the custom
fieldsin afolder, open the folder. On the View menu, select Arrange By,
then select Current View, and click Customize Current View. On the
View Summary dialog box, click Fields. In the Select available fields
from box, click User-defined fieldsin folder.

When | try to sort, group, or filter aformulafield or combination field, |
receive an error message.

You cannot sort, group, or filter aformulafield or combination field in Microsoft
Outlook.



Set propertiesfor controls

There are two types of properties for a control: Outlook properties and advanced
properties. Outlook properties are the basic properties needed to design a
control. Advanced properties offer additional functionality.

Outlook properties are set in the Properties dialog box, and must be set
individually. Advanced properties are set in the Advanced Properties dialog
box and can be set for multiple controls at once.

e To set properties for acontrol, right-click the control, and then click
Properties on the shortcut menu. Select the options that you want.

e To set advanced properties for controls, select the controls that you want,
right-click one of the controls, and then click Advanced Propertieson the
shortcut menu. Select the options that you want.



Changethe name property of a
control

1. Indesign mode, right-click the control you want, and then click Properties
on the shortcut menu.

2. Onthe Display page, type a name in the Name box.
Note Each control should have a unigue name.

The following code example uses the M odifiedFor mPages property of the
current I nspector object to set the Name property of a CheckBox on a page
named "Test" to " Selection.”

Item Get | nspect or. Modi fi edFor mPages(" Test ") . Checkbox1. Nane =
"Sel ection”
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Validate user input to afield

You can require that any field, or any control that is bound to afield, have a
value. For example, you can set the exact text, range of numbers, or any other
criteriafor the field. You can aso show a custom message (based on a validation
formula) that tells users how to fill in the field if their entries do not match the
value you want. For example, you can limit the number of characters that can be
entered in a TextBox.



What do you want to do?

Require a valuefor afield or control

Create a validation formula and message




Examples of validation formulas

Use To evaluate

<50 Numbersless than fifty
>50 Numbers greater than fifty
=50 Equal to fifty

?  The number of characters
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About the Control Toolbox

The Control Toolbox identifies the controls you can add to a Frame or page of
aform.

You can customize the Control Toolbox in many ways including the following:

e Add pagesto the Control Toolbox.

e Move controls from one page in the Control Toolbox to another.

e Rename Control Toolbox pages.

¢ Add other controls, including ActiveX controls, to the Control Toolbox.

e Copy modified controls from the form to the Control Toolbox.

For example, OK and Cancel buttons are special types of
CommandButtons. If you copy OK and Cancel templates to the Control
Toolbox, you can quickly add them to other forms.

Note When you add a control to aform by using the Control Toolbox, the
control is not bound to afield.



About ToolTipsand control tips

Both Tool Tips and control tips are short, descriptive phrases that appear when
the user holds the mouse pointer briefly over a control or another part of the user
interface. The difference between Tool Tips and control tipsisthat Microsoft
Outlook provides Tool Tips to developers at design time, and devel opers provide
control tipsto end-users at run time.

You can customize Tool Tips for controls and for the Control Toolbox.

A control tip is set with the Control TipText property.




Add a pageto the Control Toolbox

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Right-click the label of any page in the Control Toolbox, and then click
New Page on the shortcut menu.



Add custom controlsto the Control
Toolbox

You can add a modified control (based on modifications made to the advanced
properties) to the Control Toolbox. You can aso add other custom controlsto
the Control Toolbox, such as ActiveX controlsthat are not part of Outlook.

You can use avariety of custom controlsin Outlook forms, but there are some
limitations. Although Outlook supports most ActiveX properties and methods, it
does not support custom event handling. The Click event isthe only event for
which you can write code. To access the methods of an ActiveX control, use
your VBA Object Browser to browse ActiveX control methods.



What do you want to do?

Add a modified control to the Control Toolbox

Add other custom controlsto the Control Toolbox




Change the name and control tip of a
page in the Control Toolbox

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Right-click the label of the page that you want in the Control Toolbox, and
then click Rename on the shortcut menu.

3. Inthe Caption box, type anew name for the page.

4. Inthe Control Tip Text box, type new text for the control tip.



Changethe order of pagesin the
Control Toolbox

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Right-click the label of any page in the Control Toolbox, and then click
M ove on the shortcut menu.

3. Inthe Page Order box, click the name of a page that you want to move.

4. Click Move Up or Move Down.



Customize an icon for a control in the
Control Toolbox

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Right-click theicon for the control you want in the Control Toolbox, and
then click Customize control name on the shortcut menu.

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

4. To edit theicon, click Edit Picture. In the Color box, click the color that
you want to use, and then click the pixel in the Picture box where you want
to apply the color. Click OK.

5. To assign anew bitmap, click L oad Picture. In the File name box, type a
name for the file that contains the bitmap you want to use as theicon. The
bitmap cannot be larger than an icon.



Delete a control from the Control
Toolbox

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Inthe Control Toolbox, right-click the control that you want to delete, and
then click Delete control name on the shortcut menu.



Delete a page in the Control Toolbox

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Right-click the label of the page that you want to delete in the Control
Toolbox, and then click Delete Page on the shortcut menu.

Note All controls on a page are deleted when the page is del eted.



Import or export a Control Toolbox
page

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Toimport a page, right-click the label of any page in the Control Toolbox,
and then click Import Page on the shortcut menu.

To export a page, right-click the label of the page, and then click Export
Page on the shortcut menu.

3. Inthe File name box, enter the name of the page that you want to import or
enter the name of the file to which you want to export a page.

Note Exporting a page does not remove it from the Control Toolbox.



Move a control to another pagein the
Control Toolbox

1. If the Control Toolbox is not visible, click Control Toolbox [/ .

2. Drag acontrol on any page to the label of another page. Hold the mouse
pointer over the label until the page appears on top, and then drag on to the

page.

Note If the page to which you want to move a control is not visible, increase the
width of the Control Toolbox to show all the pages, and then drag the control to

the appropriate page.



Show or hidethe Control Toolbox

¢ |ndesign mode, click Control Toolbox [+ .



About groups of controls

A group istwo or more controls on aform that you can work with asasingle
unit. You can include any control on the form in agroup. Once controls belong
to agroup, you can work with the entire group, or you can select asingle
control.

There are many ways to work with groups and the controlsin groups. After you
select agroup, you can do any of the following.

e Sizeall controlsin the group at the same time.
e Separate controlsin the group so each isindependent of the others.

¢ Show the group shortcut menu for quick access to commands that affect the
group.

e Select asingle control within the group without separating controlsin the
group. You can then change property settings of the selected control without
affecting any other control in the group.



Add acontrol toaform

Use any of the following methods to add a control from the Control Toolbox to
your form . You can also use these methods to insert a control in a Frame,
TabStrip, or MultiPage on the form.

e Click acontrol in the Control Toolbox and then click in the form. The
control appearsin its default size. You can then drag the border of the
control to change its size.

e Drag acontrol from the Control Toolbox to the form. The control appears
in its default size.

e Double-click the control in the Control Toolbox, and then click in the form
once for each control you want to create. For example, to create four
command buttons, double-click the CommandButton control in the
Control Toolbox, and then click four timesin the form.
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Align controls

1. Select the controlsthat you want to align to part of the dominant control.

How?

2. On the Layout menu, point to Align, and then click one of the following.
Click To
Left  Align controlsto the left edge of the dominant control.

Align the center of controlsto the vertical center of the dominant
control.

Right Align controlsto the right edge of the dominant control.
Top  Align controlsto the top edge of the dominant control.

: Align the center of controlsto the horizontal center of the
Middle :
dominant control.

Bottom Align controls to the bottom edge of the dominant control.

Align the upper-left corner of controls with their nearest grid
Grid point. Note that this option is not based on the position of the
dominant control.

Center



Align text in a control

This procedureis only available for the ComboBox, L abel, and TextBox

controls.

1. Right-click the control you want, and then click Advanced Propertieson

the shortcut menu.

2. To set the TextAlign property, click the property and enter avalue in the

Apply box.

Set the TextAlign property

to
L eft

Right

Center

To

Align the text with the left edge of the control

Align the text with the right edge of the
control

Center the text relative to the length of the
control



Allow multiplelines of text in a
control

1. Indesign mode, right-click the control you want, and then click Properties
on the shortcut menu.

2. Onthe Display page, select the M ulti-line check box.

The following code example uses the M odifiedFor mPages property of the
current | nspector object to set the multi-line property of a TextBox on a
page called "Test."

Item Get | nspector. Modi fi edFor mPages(" Test"). Text box1. Mul ti Li ne
= True
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Assign a control tip, caption, and
accelerator key to a control

1. Right-click the control that you want, and then click Advanced Properties
on the shortcut menu.

2. To set the property, click the property and enter avalue in the Apply box.

Set the To assign
property
ControlTipText The string you want to use as the control tip
Caption The string you want to use as the caption

A single character asthe value for ALT+Key entry. If you
Accelerator use a character from the caption of the control, the
character is underlined

Note You can also set the value of these properties with code. For example, to
set the caption of the Label1 control on the M essage page, use:

Item Get |l nspect or. Modi fi edFor mPages( " Message") . Label 1. Capti on = "New
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Create a set of OptionButton controls

By default, all OptionButton controlsin a container are part of asingle option
group. This means that selecting one of the buttons automatically sets all other
option buttons on the page to False.

If you want more than one option group on the page, there are two ways to
create additional groups:

e Usethe GroupName property to identify related buttons. This method
reduces the number of controls required on the form , which can reduce the
hard disk space required and improve the performance of the form. If you
want to create an option group in aTabStrip (which is not a container), you
must use the GroupName property.

e Put related buttonsin a Page, M ultiPage , or Frame on the form.




What do you want to do?

Create a set of OptionButtons using the GroupName property

Add a control toaform




Enable or disable a control on a page

1. In design mode, right-click the control you want, and then click Properties
on the shortcut menu.

2. Onthe Display page, select or clear the Enabled check box.

The following code example uses the M odifiedFor mPages property of the
current I nspector object to set the Enabled property of a CheckBox on a
page named "Test."

Item Get | nspector. Modi fi edFor mPages(" Test"). Checkbox1. Enabl ed =
Fal se



Give a control a 3-D appearance

1. In design mode, right-click the control you want, and then click Advanced
Properties on the shortcut menu.

2. Click SpecialEffect, and then click the option you want in the box above.

The following code example uses the M odifiedFor mPages property of the
current | nspector object to set the Special Effect property of a CheckBox
on a page named "Test."

Item Get | nspect or. Modi fi edFor nPpages(" Test ") . Checkbox1. Speci al Ef
=2



Hide or show a control

1. In design mode, right-click the control you want, and then click Properties
on the shortcut menu.

2. Onthe Display page, select or clear the Visible check box.

The following code example uses the M odifiedFor mPages property of the
current I nspector object to set the Visible property of a CheckBox on a
page named "Test."

Item Get | nspector. Modi fi edFor mPages(" Test"). Checkbox1. Visible =
Fal se



Make a control read-only

1. In design mode, right-click the control you want, and then click Properties
on the shortcut menu.

2. Onthe Display page, select the Read only check box.

The following code example uses the M odifiedFor mPages property of the
current | nspector object to make TextBox1 read-only.

Item Get | nspector. Modi fi edFor mPages("P. 2"). Text Box1l. ReadOnly =
True



Move a control oneunit at atime

1. In design mode, right-click the control you want, and then click Properties
on the shortcut menu.

2. Onthe Display page, type anumber in the Top and L eft boxes.



Show the shortcut menu for controls
and groups of controls

To show the shortcut menu for a Right-click
page the caption of the appropriate page.

anywhere in the control, but not on the
caption of any page in the control.

Group of controls (groups created  anywhere inside the rectangle that

MultiPage

with the Group command) surrounds the group.
tab the caption of the appropriate tab.
: anywhere in the control, but not on the
TaoStrip caption of any tab in the control.
Any other control or container the control or container.

Note The commands on a shortcut menu vary based on the object you select.
For example, if you select multiple controls that aren't in a group, the shortcut
menu includes the Group command; the shortcut menu for atext box does not
include this command.
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Waysto protect sensitive information

Many applications use data that is for authorized users only. The following list
suggests ways you can protect sensitive information in aform. Note however,
that the fields associated with aform can still be exposed in aview.

¢ Write code that makes a control (and its data) invisible to unauthorized
users. To identify a particular user in code, use the following code.

Appl i cation. Get NameSpace(" MAPI ") . Current User
The Visible property makes a control visible or invisible.

e Write code that sets the control foreground and background to the same
color when unauthorized users run the application. This hides the
information from unauthorized users. The ForeColor and BackColor
properties determine the foreground color and the background color.

e Disablethe control when unauthorized users run the application. The
Enabled property determines when a control is disabled.

e Require a password to alter aform.

e Require a password for access to the application or a specific control. You
can use placeholders as the user types each character. The PasswordChar
property defines placeholder characters.

e |f theform only appearsin apublic folder, you can set permissions for the
folder to determine who can open the form.

Note Using passwords or any other techniques listed above can improve the
security of your application, but these methods do not guarantee the prevention
of unauthorized access to your data.
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Center controlsin aform

1. Select the controls or groups of controls that you want to center. The
dominant control does not affect this procedure.

How?

2. On the Layout menu, point to Center in Form, and then click
Horizontally or Vertically.



Right-align a control on aform

1.

Drag a L abel control from the Control Toolbox to the left of the spot
where you would like to align a control.

Remove any text from the Caption property.

Right-click the label, and then click Properties on the shortcut menu.
On the Display page, select the Resize with form check box.

Create the control you want to align.

Place the control to the right of the L abel contral.
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Space controls

1. Select the controls for which you want to adjust spacing.

2. On the Layout menu, point to Horizontal Spacing or Vertical Spacing,
and then click one of the following.
Click To
Make all horizontal and vertical spaces between controls the
Make samesize. The amount of horizontal and vertical space will vary
Equal based on the area available to show controls and the combined
width of all controls.
Increase Increase the space between controls by one grid block.
Decr ease Decrease the space between controls by one grid block.
Remove the space between controls. The controls do not overlap,

Remove but are immediately adjacent to each other.
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Size controls

1. Select the controls that you want to size to the dominant control.

How?

2. On the Layout menu, point to M ake Same Size, and then click one of the
following.

Click To
Width Make all selected controls the same width as the dominant control.
Height Make all selected controls the same height as the dominant control.

Both Make all selected controls the same height and width as the
dominant control.

Note To size acontrol to fit its contents (both its picture and any text assigned to

the Caption or Text property), select the control, and then click Size to Fit on
the L ayout menu.



Automatically resize controls

You can set controls to resize horizontally or vertically when a user changes the
size of the form. The size of the control changes in proportion to the size of the
form. For example, when a user changes the size of a message, the body resizes
automatically.

Resize a control horizontally with the form

Resize a control vertically with the form

Resize a control horizontally and vertically with the form
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Resize a control horizontally and
vertically with the form

This procedure sets an invisible property. After you complete the procedure, you
should remove the code from the Script Editor.

1. Indesign mode, select the control, and then size it relative to the form. For
example, if you want the control to always be same as the height of the
form, make the bottom edge of the control equal to the bottom edge of the
form.

2. Onthe Form menu, click View Code.

3. Add the following code to the Script Editor. Replace "TextBox1" with the
name of the control you want to resize, and replace "P. 2" with the name of
your page. Although this example uses the Write event, you can use any
event to run the code.

Sub ItemWite

Item Get | nspector. Modi fi edFor mPages("P. 2"). Text Box1. Layout Fl ags
= 65

End Sub

4. On the Form menu of the form, click Run This Form.

5. Onthe File menu of theform, click Save.

Note To reset the L ayoutFlags property, right-click the control, and then click
Properties on the shortcut menu. On the Display page, if the Resize with form
check box is selected, clear it; if the Resize with form check box is cleared,
select it and then clear it.
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Resize a control vertically with the
form

This procedure sets an invisible property. After you complete the procedure, you
can remove the code from the Script Editor.

1. In design mode, select the control, and then size it relative to the form. For
example, if you want the control to always be the height of the form, make
the bottom edge equal to the bottom edge of the form.

2. Onthe Form menu, click View Code.

3. Add the following code to the Script Editor. Replace "TextBox1" with the
name of the control you want to resize, and replace "P. 2" with the name of
your page. Although this example uses the Write event, you can use any
event to run the code.

Sub ItemWite

Item Get | nspector. Modi fi edFor mPages("P. 2"). Text Box1. Layout Fl ags
= 68

End Sub

4. On the Form menu of the form, click Run This Form.

5. Onthe File menu of the form in run mode, click Save.

Note To reset the L ayoutFlags property, right-click the control, and then click
Properties on the shortcut menu. On the Display page, if the Resize with form
check box is selected, clear it; if the Resize with form check box is cleared,
select it and then clear it.



Select multiple controls and the
dominant control

You can select more than one control in three ways. In addition, when you select
multiple controls, one of the controls becomes areference for therest and is
called the dominant control.

Selection method

SHIFT+CLICK

CTRL+CLICK

Select Objects
pointer in Control
Toolbox

Tips

What is selected Dominant control
All controlsin aninvisible
rectangle around the First control you select

selected controls.

Individual controls, oneat a
time.

All controlsthat fall within Control nearest the mouse
or touch arectangle you pointer when you begin
draw. drawing the rectangle.

L ast control you select.

e Occasionally the CTRL+CLICK method may select additional controls that
are near to or adjacent to the selected controls. For more accuracy, use the
Select Objects pointer method.

e |f you CTRL+CLICK twice on a selected control, that control becomes the
dominant control.
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Use z-order to layer controls

1.
2.

Select the controls you want to reposition in the z-order.
On the L ayout menu, point to Order, and then click one of the following.

Click To move control
Bringto Front To the top of the z-order.
Send toBack  To the bottom of the z-order.
Bring Forward Up one position in the z-order.
Send Backwar d Down one position in the z-order.

Notes

You can't Undo or Redo layering commands, such as Send to Back or
Bring to Front.

If the form includes any ListBox, Frame, or M ultiPage controls, these
controls automatically move as close as possible to the top of the stack. For
example, applying Send Backward to aListBox, Frame, or MultiPage
control moves the control below other ListBox, Frame, or M ultiPage
controls, but does not move the control below any other type of control in
the stack. Similarly, applying Bring Forward to acontrol other than a
ListBox, Frame, or MultiPage control moves the control closer to the top
of the stack, but does not move the control above any ListBox, Frame, or
M ultiPage control in the stack.

Visually, thismeansthat if aListBox, Frame, or MultiPage control and
any other Microsoft Forms controls are in the same location on aform, the
ListBox, Frame, or M ultiPage control always appears on top of the other
control(s). If aListBox, Frame, or MultiPage control isin the same place
as another ListBox, Frame, or M ultiPage control, the z-order of the
controls determines which control appears on top of the other.



Show or hidethegrid

¢ Indesign mode, click Show Grid on the L ayout menu.
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Set thegrid size

1. Indesign mode, click Set Grid Size on the Form menu.
2. Inthe Height and Width boxes, type the dimensions that you want.
Tip
If you use the Arrange command (L ayout menu) to position command buttons

in your application, use small grid settings so that you can position the command
buttons closer to the edge of the form.



Turn on or off sizing controlsto the
grid

¢ |ndesign mode, click Snap to Grid on the L ayout menu or click the Snap
to Grid icon on the toolbar.
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Create a group of controls

1. Select each control that you want to include in the group. The dominant
control does not affect this procedure.

How?

2. Onthe Layout menu, click Group.



Select and edit a control within a
group

1.

2.

Select the group of controls.

Select a single control within the group. The sizing handles around the
group become lighter, and dark sizing handles appear on the selected
control.

Make the changes that you want to the selected control properties. Any
change you make affects only the selected control.

When you're finished, click anywhere in the group, but don't click on the
selected control. The group is still selected.

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



Separate controlsin agroup

1. Select the group of controls.

2. Onthe Layout menu, click Ungroup.
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Assign a control tip, caption, and
accelerator key to a page or tab

This procedure sets properties on a Page or Tab in aMultiPage or TabStrip
control only.

1.

In design mode, select a page or tab in aMultiPage or TabStrip control.
How?

Be sureto select an individual page or tab, not the corresponding
MultiPage or TabStrip. When a page or tab is selected, a rectangle appears
around its caption.

Right-click the caption of the selected page or tab, and then click Rename
on the shortcut menu.

In the Control Tip Text box, type the string you want to use as the control
tip.

In the Caption box, type the string you want to use as the caption.
In the Accelerator Key box, type a single character. Use a character from

the caption of the control. Note that the selected character is underlined in
the control caption.

Tip

To assign a control tip for aMultiPage or TabStrip, use the Control TipText
property. If you assign a control tip to aMultiPage or a TabStrip, control tips
for the individual page or tab objects within the M ultiPage do not appear.




Changetheorder of pagesin a
MultiPage or TabStrip

This procedure sets properties on a Page or Tab only in a M ultiPage or
TabStrip contral.

1. Indesign mode, select any page in the M ultiPage or TabStrip control.
How?

2. Right-click the caption of the page, and then click M ove on the shortcut
menul.

3. Inthe Page Order box, click the page you want to move.

4. Click Move Up or Move Down.

Note You can also change the page order by changing the Index property. The
index of thefirst pageis0; the index of the second pageis 1, and so on.



Set tab order of controlson a page

1. In design mode, right-click on a page in aform, but not on a control, and
then click Tab Order on the shortcut menu.

2. Select the name of a control you want to reposition in the tab order.

3. Click Move Up or Move Down.

Note You can also set the tab order by changing the Tabl ndex property. The tab
index of the first control in the tab order is O; the tab index of the second control
is1, and so on.



Should | usea MultiPage or a
TabStrip?

If you use asingle layout for data, use a TabStrip, and then map each set of data
toitsown tab. If you need several layouts for data, use a M ultiPage, and then
assign each layout to its own page.

Unlike a page of a MultiPage, 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 aregion of the form that you can associate with the tabs. When
you place a control in the client region of a TabStrip, you are adding a control to
the form that contains the TabStrip.



Createalist box

1. In design mode, drag the ListBox control from the Control Toolbox to the
form .

2. Right-click thelist box, and then click Advanced Propertieson the
shortcut menu.

3. To create a standard list box, set the ListStyle property to Plain. To set the
property, click the property and enter avalue in the Apply box.

To create alist box with option buttons or check boxes, set the ListStyle
property to Option.

4. Fill thelist at design time or run time.
How?

Note When the ListStyle property is set to Option, the M ultiSelect property
determines whether check boxes or option buttons appear in the list. When
MultiSelect is set to Single, option buttons appear in the list. When M ultiSelect
Is set to Multi or Extended, check boxes appear in the list.



Add itemsto alist

You can add itemsto alist box or a combo box at design time and at run time. To

save its contentsin an item, aListBox and a ComboBox control must be bound
to afield.



What do you want to do?

Add itemsto alist at design time

Add itemsto alist at run time
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Add itemstoalist at run time

In aListBox or ComboBox with a single column, use the Addltem method to
add an individual entry to thelist.

In a multicolumn list box or combo box, you can usethe List and Column
properties to load the list from atwo-dimensional array, as shown in the
following steps.

1. Create amulticolumn ListBox or ComboBox control.

2. InVBScript, create atwo-dimensional array that contains the items you
want to put in the list.

3. Set the ColumnCount property of the list box or combo box to match the
number of entriesin the list. To set the property, click the property and enter
avaluein the Apply box.

4. Do one of the following:
o Assign the array as the value of the List property. The contents of the
list box will match the contents of the array exactly.

o Assign the array as the value of the Column property. Column
transposes rows and columns, so each row of the list box matches the
corresponding column of the array.



Match entriesin alist to entriestyped
by users

1. Indesign mode, drag the ListBox or ComboBox control from the Control
Toolbox to the form .

2. Right-click the list box or combo box, and then click Advanced Properties
on the shortcut menu.

3. To set the MatchEntry property, click the property and enter avaluein the
Apply box.
Set the

MatchEntry To

property to
No matching  Provide no matching

Compare the most recently typed letter to the first letter

First letter of each entry in thelist (the first match in thelist is

Sel ected)
Complete Compare Fhe user's entry and an exact match in an entry
fromthelist
Notes

e The matching feature resets after 2 seconds (6 secondsin the East Asian
version). For example, if you have alist of the 50 United States and you
type "CO" quickly, you will find "Colorado." But if you type "CO" in
longer than 2 seconds, you will find "Ohio" because the auto-complete
search resets between letters.

¢ |f you select Complete matching, it isagood ideato sort the list entries
alphabetically (you can use the TextColumn property to do this). If thelist
Is not sorted al phabetically, matching may not work correctly. For example,
if the list includes Alabama, Louisiana, and Alaska, respectively, then
"Alabama’ is considered a complete match if the user types"aa." In fact,
this result is not complete because there are two entriesin the list that could




match what the user entered. Sorting aphabetically eliminates this.



Thingsyou can do with a
multicolumn ListBox or ComboBox

To control the column widths of a multicolumn ListBox or ComboBox, you can
specify the width, in points, for all the columnsin the ColumnWidths property.
Specifying zero for a specific column hides that column of information.

If you want to hide all but one column of aListBox or ComboBox from the
user, you can identify the column of information to appear by using the
TextColumn property.

Similarly, you can control which column of valuesis used for the control when
the user makes a selection by specifying the column number in the
BoundColumn property.




Align a picture on a control

1. Right-click the control that has the bitmap you want to align, and then click
Advanced Properties on the shortcut menu.

2. Set oneor all of the following properties. To set the property, click the
property and enter avalue in the Apply box.
Set the property To
Center the picture within the Lmage or align any corner
PictureAlignment of the picture with the corresponding corner of the
| mage.
Clip, stretch, or zoom the picture within the Image
PictureSizeM ode (stretching can distort the picture but zooming does
not).
PictureTiling Show multiple copies of the picture within the mage.



Assign a pictureto a control

1. Right-click the control you want to assign a picture to, and then click
Advanced Properties on the shortcut menu.

2. Set the Picture property. To set the property, click the property and enter a
valuein the Apply box.

3. Inthe Load Picture dialog box, enter the name of the picture in the File
name box.

Note If the pictureislarger than the control, Outlook scales the picture to fit the
control.



Assign apicturetoaform

1. On theform, right-click the page you want to assign a picture to, and then
click Advanced Properties on the shortcut menu.

2. To set the property, click the property and enter avalue in the Apply box.
Set the property Tothevalue
Picture The name of the picture you want to use
PictureAlignment TopL eft
PictureSizeMode Clip
PictureTiling True
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Change the appearance of a control

Outlook includes several properties you can use to define the appearance of
controls in your form: ForeColor, BackColor, BackStyle, Border Color,
Border Style, and Special Effect.

e ForeColor determines the foreground color. The foreground color applies
to any text associated with the control, such as the caption or the control
contents.

e BackColor and BackStyle apply to the control background. The
background is the area within the control boundaries, such asthe area
surrounding the text in a control, but not the control border. BackColor
determines the background color . Back Style determines whether the
background is transparent . A transparent control background is useful if
your form has a background picture.

For ForeColor and BackColor, you can use the color scheme defined by
your system, or you can use a custom color that you pick from the color
palette. Using a system color, such as Menu Text, ensures that your form
matches the colors and pal ette used by your applications. Custom colors do
not always appear the same across systems and screen resolutions, but they
do offer the widest choice of colors.

e BorderColor, Border Style, and Special Effect apply to the control border.
You can use Border Style or Special Effect to choose a border type. Only
one of these two properties can be used at atime. When you assign avalue
to one of these properties, the system sets the other property to None. With
Special Effect, you can choose one of severa border styles, but you can
only use system colors for the border. Bor der Style supports only one
border style, but you can choose any color that is avalid setting for
Border Color. Border Color specifiesthe color of the control border and is
only valid when you use Bor der Style to create the border.

Outlook supports transparency, the display of whatever is behind an object
instead of its background, in two areas: the background of certain controlsand in
bitmaps used on certain controls.



You can show a bitmap on many controls. Certain controls support transparent
bitmapg that is, bitmaps in which one or more background colors are
transparent. Bitmap transparency is not controlled by any control property; it is
controlled by the color of the lower-left pixel in the image. Outlook does not
provide away to edit a bitmap and make it transparent; you must use a picture
editor for this purpose.

Bitmaps are always transparent on the following controls: CheckBox,
CommandButton, L abel, OptionButton, and ToggleButton. In Outlook, the
following do not support transparent bitmaps: the form, Frame control, | mage
control, and M ultiPage control.

Transparent pictures sometimes have a hazy appearance. If you do not like this
appearance, show the picture on a control that supports opagque images. If you
use atransparent bitmap on a control that does not support transparent bitmaps,
the bitmap appears correctly, but you can't see what's behind the bitmap.



What do you want to do?

Use a system color for a background or foreground

Use a custom color for the background or foreground of a control

Set the background color of aform

Make a control transparent




Delete a picture from a control

1. Right-click the control, and then click Advanced Propertieson the
shortcut menu.

2. Highlight the value of the Picture property (the word "bitmap").

3. PressDELETE.



Test aform in run mode

To switch between the design mode and the run mode (as it appears when used)
of the form, on the Form menu, click Run This Form.

Note You can test the form outside the Outlook design environment. Open a
new instance of the form.

Enter information in the form, send or post it, and then open the form to make
sure it appears correctly. If the form is not correct, you can make changesto it.
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Save and distribute a form

There are three ways to save aform that you have created.

o Savetheforminaformslibrary. Use this option when you want to save a
form to alocation (library) for easy access. There are three forms libraries.

o Personal FormsLibrary Formssavedinthislibrary are accessible
only to you and are stored in your mailbox. These forms are available
on the item menu from the Choose Form command. Use this library
when you have created aform for your own personal use, such asa
form to track mileage.

o Outlook Folders Formssaved inthislibrary can be accessibleto
everyone (in a public folder) or only to you (in a private folder). If the
formissavedin alibrary on your hard disk, it is accessible to you only
while you are working in the folder. These forms are available on the
item menu while you are in the folder. Use this library when saving
formsto a specific folder, generally a public folder. For example, in a
customer-tracking public folder, you could have a meeting report form
and a customer profile form.

o Organizational FormsLibrary Formssavedinthislibrary are
accessible to everyone in your organization and are stored on the
server. You must have write permission to save to the server. For more
information, see your administrator. These forms are available on the
item menu from the Choose Form command. Use this library when
you want to make the form available to everyone in your organization,
such as aform to report vacation time. Saving to this library provides a
guick and easy way to distribute and update forms.

e Savetheform in the open folder. Use this option when you want to send a
form to others by using e-mail or when you do not plan to share the form.

o Savetheform asafile. Use this option when you want to work with the
form in another program or you want to save the form as atemplate. You do
not plan to share the form with others, or you want to send the form to
others by using e-mail.




What do you want to do?

Save aform in the open folder

Save aform as afile

Save aformin aformslibrary

Send aform to others by using e-mail




Save a form with the item (one-off
forms)

When you are creating solutions using custom formsin Microsoft Outlook, it is
important to understand how Outlook is using your custom form in relation to
theitemsin afolder.

For instance, if you want to create a custom contact form to replace the default
Outlook contact form, you would typically follow these steps:

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

2. Modify the form to suit your needs.

3. Publish the form to the Contacts folder.

4. Set the form as the default form for the Contacts folder by changing the
folder properties.

In this typical scenario, information about the form (the form definition) is not
saved with each item. Instead, the form is stored in the location where it was
published and is referenced using the M essage Class field. Thisway, each item
only stores the data associated with it, and its size isrelatively small.

However, it is possible to have Outlook store the form definition within
individual itemsin afolder. These items are called one-off items and will aways
use the form definition that is stored within the item instead of the published
form.

In most situations, the form definition should not be stored within the item. The
most common exception to thisis a custom e-mail message form. If you are
using Microsoft Exchange Server, you can publish a custom e-mail message
form to the Organizational Forms Library so that it will aways be available for
use by everyone within the organization. In this way, you would not have to
store the form definition within the item. However, if you are not using
Exchange server, or if you are sending the form to another organization where
the form is not available, you should select the Send form definition with item
check box on the Properties page of the form when in design mode. Thiswill



ensure that the recipient will be able to view the mail message with the custom
form.

Note If therecipient is still unable to view your custom form, be sure that you
customized or disabled the Read page of the custom e-mail form.

If the custom form contains Microsoft Visual Basic Scripting Edition
(VBScript), Outlook will display the macro virus warning unless the formis
published in the Microsoft Exchange Server Organizational Forms Library.

The following scenarios commonly result in items becoming one-off items.

¢ You have afolder-based solution whereby the form is published in the
folder and the items are using the published form. You open an existing
item in afolder, make changes to the form in design mode, and then save
theitem.

Because the form definition has changed and the form was not republished,
Outlook will save the new form definition with the item. If you want to
change the form for all of the itemsin the folder, instead of opening an
existing item, follow these steps:

1. Open anew item based on your custom form.
2. Make form design changes to that item.

3. Republish the form with the same name.

4. Close and do not save changesto the item.

All of theitemsin the folder will now use the updated custom form the next
time the items are opened, because the message class of the items still refers
to the published form.

e VBScript code in the custom form changed the form definition of the item.

If VBScript code within an item programmeatically changes the form, in
many cases thiswill result in the form definition being saved with the item.
The following Outlook object model methods most commonly cause this
behavior:

o UserProperties.Add
o Methods and properties of the FormDescription object.




o Some methods or properties of controls, such as Enabled.
o Methods and properties of the Actions collection object.

Although solutions and situations vary greatly, there are some signs you should
be aware of that can indicate that an item has become a one-off item.

e VBScript code in the form does not run, or amacro virus warning
unexpectedly appears, indicating that the item itself, and not just a
published form, contains VBScript code.

e Thesize of an item increases unexpectedly.

e An item-sicon changes unexpectedly.
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Using Visual Basic with Outlook

You can use Visual Basic to customize and extend Microsoft Outlook. Outl ook
allows you to control Outlook by using Visual Basic, Visual Basic for
Applications and V BScript. Which you use depends on what you want your
program to do.

Visual Basic is afull-featured programming language you can use to create
stand-alone applications or dynamic-link libraries (DLLS) that extend other
applications. Visual Basic for Applications is a subset of Visual Basic that is run
within an application to extend its capabilities. VBScript isasimplified version
of Visual Basic for Applications and is run within an Outlook item. In all cases,
these programming languages control Outlook through its object model.

L earn about the Outlook object model.

If you want to create a separate application that accesses data stored by Outlook
and uses Outlook to send and receive messages, use Visua Basic to create the
application (you can also use other programming languages, such as C++, to
control Outlook through its object model). You can also use Visual Basic to
create a DLL that can extend Outlook as a COM add-in.

You use Visua Basic for Applicationsin one of two ways: You can use Visual
Basic for Applications in other applications (such as Microsoft Excel or
Microsoft Word) to automate Outlook, or you can use Visua Basic for
Applications within Outlook to control Outlook. If you expect your usersto be
using another application most of the time, and you want to give them the ability
to send a message using Outlook or to access information stored by Outlook,
write Visual Basic for Applications programsin that application that control
Outlook through the Outlook object model. If, on the other hand, you want to
write Visual Basic code that customizes how Outlook works (like a macro), use
Visual Basic for Applications within Outlook.

You can extend the functionality of Outlook forms by using VBScript. VBScript
programs are stored within aform. Because the program code is contained
within the form, it can be sent with an item to another user. An important
consideration in choosing which kind of the Visual Basic programming language



you will useisthe type of events you want your program to respond to. Because
VBScript code is associated with a particular item, code that responds to events
in specific items (such as when a particular item isopened or avaluein afield is
changed) is easiest to write using VBScript. If, on the other hand, you want your
program to respond to events that occur in the application, in Windows Explorer,
in folders, or in al items, then you should write your program using Visua Basic
or Visual Basic for Applications.

Code written for Visual Basic or Visual Basic for Applications often does not
work in VBScript without modification. For example, you must replace all built-
in constants written in Visual Basic for Applications with the literal numeric
values of those constantsin VBScript. And VBScript uses only the Variant data

type.

L earn about constants and variables in VBScript.

In Outlook Visual Basic for Applications and VB Script, when you reference the
Application object to use CreateObject or GetObject, you smply use
Application. For example, the following code displays the Tasks folder:

Set ol MAPI = Application. Get NameSpace(" MAPI ")
ol MAPI . Get Def aul t Fol der (13) . Di spl ay

In Visual Basic or Visual Basic for Applications in other applications, you must
explicitly create the Application object:

Set nmyd App = CreateCbj ect (" Qutl ook. Application")
Set ol MAPI = nmyd App. Get NaneSpace( " MAPI ")
ol MAPI . Get Def aul t Fol der (ol Fol der Tasks) . Di spl ay



About using VBScript in Outlook

Microsoft VBScript is a powerful scripting language based on Microsoft Visua
Basic that enables you to control objects, folders, forms, items, and controls
within aform. For example, you can change properties and values of controls on
a page, modify the default Microsoft Outlook item events, and even create
automated procedures, such as mailing a notice to all the contacts in a Contacts
folder.

You add VBScript code to an Outlook form to respond to Click eventsthat are
fired by controls on the form, or to respond to events fired by the itemsthat have
the same message class as the form. VBScript makes it especially easy to
respond to item events because the VB Script code executes in the context of the
item, so you don+ have to set an object variable to point to the item. In addition,
VBScript code is compact and can be contained within aform sent to other
users.

With VBScript, you have full accessto the Microsoft Outlook object model,
except for two areas: VBScript code cannot respond to events other than item
and form events, and you cannot use named constants defined in the Outlook
object type library.

You can also use Visual Basic for Applicationsin Outlook to respond to Outlook
events and to create macros that automate procedures. Unlike VB Script code,
however, Visual Basic for Applications code cannot be contained in aform and
SO cannot accompany an item that is sent to other users.

For more information about using VBScript, see Create custom forms by using
VBScript.
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How can | prevent the VBScript code
from running?

To prevent any VBScript code from running, hold down the SHIFT key. For
example, hold down SHIFT while you open an item to prevent the VB Script

code for the Open event from running.



Variants supported in VBScript

Microsoft VBScript in Outlook uses only the Variant datatype.

A Variant isaspecia kind of datatype that can contain different kinds of
information, depending on how it's used. Because Variant isthe only datatype
in VBScript, it's also the data type returned by all functionsin VBScript.

At itssmplest, a Variant can contain either numeric or string information. A
Variant behaves as a number when you use it in a numeric context and as a
string when you use it in a string context. That is, if you're working with data
that looks like numbers, VBScript assumes that it is numbers and does the thing
that is most appropriate for numbers. Similarly, if you're working with data that
can only be string data, VBScript treats it as string data. Of course, you can
always make numbers behave as strings by enclosing them in quotation marks (*

).
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Using the Script Editor

The Microsoft Script Editor allows you to add VB Script procedures that respond
to events generated by items or form controls.

To open the Script Editor

1. Open an item of the type to which you want to add code.
2. On the Tools menu, point to Forms and then click Design This Form.
3. Onthe Form menu, click View Code.

The Script Editor makes it easy to insert the template for an item event handler.
Toinsert ablank item event handler

1. On the Script menu, click Event Handler.
2. Select the event you want to respond to, and then click OK.

The Script Editor can move the insertion point to a specific line of code. This
makes it easy to debug the script when Microsoft Outlook reports an error at a
specific location.

To moveto a specific line

1. On the Edit menu, click Go To.
2. IntheLine Number box, type in the number of the line of code to which
you want to go.

L earn about the Script Debugger.

L earn about the Outlook object browser.
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About the Outlook object browser

The Microsoft Outlook object browser displays the classes, properties, methods,
and events available from the Outlook object library. The object browser lets you
view and insert these objects into the Script Editor and obtain information about
the syntax for using the object.

L earn about viewing and using the object browser.
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About the Outlook script debugger

The Microsoft Script Debugger provides you with a comprehensive debugging
environment for testing and correcting errorsin the VBScript code that you
created for your Microsoft Outlook forms. The Script Debugger is a shared
component that can also be used to track down errorsin any Microsoft ActiveX-
enabled scripting language and to debug Java applets, beans, and ActiveX
components.

The Microsoft Script Debugger lets you debug both client scripts and server
scripts.

The Microsoft Script Debugger works the way many debuggers do, by allowing
you to:

¢ View the source code of the script that you are debugging.
e Control the pace of the script execution.

e View and change variable and property values.

e View and control script flow.

The script debugger is only available in Outlook at run time.

L earn about using the Script Debugger in Outlook.




Common things you can do with
VBScript

The following are common things you can do with VBScript in an Outlook
Form.



What do you want to do?

Create an Outlook item

Add a Click event for a control

Add an Outlook event

Reference the active user

Change the value of afield

Reference afolder

Use properties from the Microsoft Exchange Server global address list

Put alist of fields and values in the message body
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Create custom forms by using
VBScript

Microsoft VBScript is asubset of Visual Basic for Applications. You can use
V BScript to create procedures that control Microsoft Outlook folders, objects,
items, and properties. VBScript in Outlook requires a special object syntax that
has some differences from referencing objectsin Visual Basic for Applications.

L earn about the Outlook object model.

You can choose the Outlook item on which to base your custom form.

You can extend Outlook forms by using custom controls from the Control
Toolbox. Outlook forms can use most of the properties and methods that come
with the controls. Since controls cannot store values, to store the value you need
to bind the control to an Outlook field.

The Outlook object browser displays the classes, properties, methods, events,
and constants available from the Outlook object library. The object browser lets
you view and use objects in the Microsoft Script Editor and obtain information
about the syntax for using the object.

L earn about viewing and using the object browser.

The Microsoft Script Debugger provides you with a comprehensive debugging
environment for testing and correcting errorsin the VBScript code for your
forms.

L earn about the Script Debugger.




Set global variablesfor aform

A global variable is available to any procedure in aform while the script is
running. To set aglobal variable, assign the value to the variables before any
procedures.
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Referencing controls on an Outlook
form

If you need to refer to a control on an Outlook form within a procedure, you
must also reference the inspector, page, and controls collection that contains the
control, even if you are referencing the control with its own event procedure.
The following example shows how to change the caption of a command button
when its clicked. To test this example, in design mode create a command button
with the default name CommandButtonl on the page P.2.

Sub CommandButtonl dick
Set nyButton = Item Getl nspector. Modi fi edFor nPages("P. 2") _
. Cont rol s(" CommandBut t onl")
nyButt on. Capti on = "New Capti on"
End Sub



Form Events

Form events occur when something happens to an item displayed in aform, such
as when it's saved or opened or when a user-defined action is started.

Most often, form events are handled by VBScript code within the form itself.

Some events can be cancelled. That is, your event handler can prevent Microsoft
Outlook from performing the default action associated with the event. For
example, you can write an event handler for the Forward event to prevent an
item from being sent to recipients who are not on alist of approved recipients.

L earn about canceling an event.

The following table lists the form events supported by Outlook.

Event Cancelable? Description
Occurs when an attachment has been

AttachmentAdd No dded to the item

AttachmentRead No Occurs when an attachment has been
opened for reading

BeforeAttachmentSave Yes Occurs before an attachment is saved
Occurs before Outlook starts resolving

BeforeCheckNames Yes names in the recipients collection of the
item

Close Yes _Occurs befpre Oqtl ook c_I oses the
inspector displaying the item

CustomAction Yes Occurs befpre Outl qok executes a
custom action of an item
Occurs when a custom item property

CustomPropertyChange No has changed

Forward Yes Occurs beforg Outl ook_ executes the
Forward action of an item

Open Yes Ocecurs before Outlook opens an

inspector to display the item
PropertyChange No Occurs when an item property has



Read

Reply

ReplyAll

Write

No

Yes

Yes
Yes

Yes

changed

Occurs when an item is opened for
editing by a user

Occurs before Outlook executes the
Reply action of an item

Occurs before Outlook executes the
Reply to All action of an item
Occurs before Outlook sends the item

Occurs before Outlook saves the item
inafolder



Control Events

Outlook form controls support only one event, the Click event.

A control bound to afield does not fire the Click event. You must handle the
appropriate field event to detect a user-s interaction with a control bound to a
field.

The following controls fire the Click event whenever a user clicks anywherein
the control.

CheckBox

CommandButton

Frame

| mage
L abel

OptionButton

ToggleButton

The following controls fire the Click event when the user selects an item in the
list.

ComboBox
ListBox
The following controls do not support the Click event.

MultiPage
ScrollBar



SpinButton
TabStrip

TextBox

While the M ultiPage control itself does not support the Click event, an
individual Page on a M ultiPage control will fire the Click event if the user
clicksinside the client area of the page, but not if the user clicks the tab
associated with the page.

To detect achange in a TextBox control, bind the control to afield and then
handle the appropriate field event.



Field Events

Microsoft Outlook provides two events to notify your program that afield
(property) in an item has changed. The PropertyChange event is fired whenever
a standard Outlook field in an item has changed. Outlook fires the
CustomPropertyChange event whenever a user-defined field changes.

A control that is bound to afield does not fire the Click event, whether the
control was selected from the Control Toolbox and subsequently bound to a
field, or was selected from the Field Chooser. Consequently, you must use the
PropertyChange or CustomPropertyChange event to detect user interaction

with a bound control.



Add an Outlook event

1. Open the Script Editor.
How?

On the Script menu, click Event Handler .
In the Insert Events Handler box, click the event that you want to use, and
then click Add.

w N



Canceling an event

Microsoft Outlook calls event handlersin your program to allow your program
to respond to such events as actions that the user takes or changes in the message
store. Each event is accompanied by a default action that Outlook performsas a
result of the event. For example, when the Open event occurs for an item, by
default Outlook displays the item in an inspector window.

Some events only notify your program that a particular event has occurred. For
these events, your event handler simply responds to the event. With other events,
Outlook allows your event handler to cancel the event, that is, to instruct
Outlook not to perform the default action associated with the event. In the case
of the Open event, for example, your program can prevent Outlook 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 written in Microsoft Visual Basic
or Microsoft Visual Basic for Applications receives a parameter that it sets
before returning to indicate whether the event should be cancelled. For example,
an event handler for the Open event written in Visual Basic for Applications
might look like this. This example assumes that the value of OpenOK is set
elsewhere.

Sub nyltem Open(byRef Cancel as Bool ean)
| f OpenOK Then

Cancel = False ' Qutlook perfornms default action
El se

Cancel = True ' Qutlook does not performdefault action
Endl f

End Sub

Because of limitations in VBScript, however, this syntax cannot be used. An
event handler for the Open event in the script of an item must be written as a
function. To cancel the event, the value of the function is set to False before
returning, asin the following example.

Function Item Qpen()
| f OpenOK Then



Item Open = True ' Qutlook perfornms default action
El se

Item Open = False ' CQutl ook does not performdefault action
End If

End Functi on
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Test tipsfor using VBScript in
Outlook

There are several waysto test code in Outlook. If there is a syntax error in the
code, when you run the form, an error message appears with the line number of
the code. You can then go to the specific line of code. You can also use the Script
Debugger and other methods to isolate run-time errors.




What do you want to do?

Go to aline of code

Use the Script Debugger

Use message boxes to return values

Set global variables for aform

Use the PropertyChange event to test procedures




About the object environment

There are two ways to write code for Outlook:

e From outside the application, such as by using Microsoft Visual Basic or
Microsoft Visual Basic for Applicationsin Microsoft Excel or another
application.

e From inside the application, such as by using Visua Basic for Applications
or by using VB Script with an Outlook form.

L earn more about the differences between using Visual Basic for Applications
and VB Script




The major components of the Outlook object model

are.

Application

NameSpace

Explorer

Folders

Outlook items

| nspector

The top of the object hierarchy that represents the entire applicati
the application and create items and objects. For example, this co
Basic for Applications or VBScript:

Application.Createlten(1). D spl ay

Represents the MAPI message store where all the Outlook items
and off Outlook and for referencing the default folders such as M
example, this code references the active user in Outlook Visual B

Appl i cation. Get NameSpace(" MAPI ") . Current User

Represents the Outlook window. Enables you to show, return, anc
code shows the active Outlook window in Outlook Visual Basic f

Application. ActiveExpl orer. D spl ay

There are two folder objects, the Folder s collection object that er
and the M API Folder object that enables you to work with asing
collection of folders named Personal Foldersin Outlook Visual B

Appl i cati on. Get NameSpace(" MAPI ") . Fol der s(" Personal Fol ¢

There are two item objects, the Items collection object that enabl:
the item objects that represents the standard item types in Outlool
message. In VBScript, the active item is assumed, so you do not r
For example, this code sets the Subject field of the active messag

Item Subj ect = "New Subj ect”

References forms. Use to show forms and pages. For example, th
Outlook Visual Basic for Applications or VBScript:



Appli cation. Activel nspect or. Set Curr ent For nPage( " Opti ons

Each AddressEntry object in the AddressEntries collection holt
process to which the messaging system can deliver messages.
The AddressList object is an address book that contains a set of ,
available through the parent AddressL ists collection.

The Exception object holds information about one instance of an
Exception exception to arecurring series. Unlike most of the other Outlook
object.
There are two control objects, the Controls collection object that
page and the specific control object that enables you to work witr
Caption of a CommandButton control named "CommandButton

AddressEntry

AddressList

Control
Item Get | nspect or. Modi fi edFor mPages(" Test™). Control s("(
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Use the Outlook Object Browser

The Outlook object browser displays the classes, properties, methods, events,
and constants available from the Outlook object library. The object browser lets
you view and use objects in the Script Editor and obtain information about the

syntax for using the object.
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How to use the Outlook object
browser

To view the Outlook object browser:

1 Open aform in design mode.

2 In the Form menu, click View Code to view the Script Editor.
3 In the Script Editor, click Object Browser on the Script menu or press F2.

All of the available Outlook objects are listed in the Classes pane of the object
browser in alphabetical order.

To view the members of an object, select the object in the Classes pane. The
members of this object appear in alphabetical order in the M embers of pane.
The heading at the top of this pane will reflect the name of the object that you
select. For example, if you select the Appointmentltem object in the Classes
pane, the heading of the M ember s of pane will appear as M ember s of
Appointmentltem.

The detail s pane shows the definition of the selected member. Thistext isread-
only and cannot be copied and pasted into the Script Editor.

Toinsert an item from the object browser into the Script Editor:

1 In the Script Editor, position your cursor at the location for insertion.
2 Select the desired object in the Classes pane.

3 Select the desired member of this object in the M ember s of pane.

4 Click the Insert button.

Note Thelnsert button remains unavailable until a member of the object is
selected.



Show All



How to use the Outlook script
debugger

To use the script debugger, open aform in design mode.

To add VBScript to the form, on the Form menu, click on View Code. In the
Script Editor window, add the necessary VB Script for your form.

On the Form menu, click Run This Form.

While your form isin run mode, on the Tools menu, select Forms and click
Script Debugger .

You can aso use the Stop statement in code to launch the debugger.

Note If thereisno VBScript for thisform, the Script Debugger menu item will
be unavailable.

The VBScript for this form will appear in aread-only window. You cannot
change text in this window.

On the Help menu of the Microsoft Script Debugger, select Help Topics for more
detailed information abouit:

e Debugging scripts

Viewing source code

Controlling program execution
Viewing and changing values
Viewing and controlling program flow



Constantsand variablesin VBScript

In VBScript, constants must be referenced by their numeric values. The constant
string does not work and returns a value of 0, which gives unpredictable results.

There are two types of variables. Procedure-level variables that are used only
within a procedure and script-level variables that are available to all the
procedures within your script. Declare script-level variables at the top of your
script. Declare procedure-level variablesinside procedures. You can use
procedure-level variables with the same name in different procedures because
each variable is recognized only by the procedure in which it's declared. When
the procedure exits, the variable ends. Variables that refer to Outlook objects can
be either procedure-level or script-level variables. However, the value of the
variable must be set within a procedure. Do not attempt to access Outlook
objects outside of a procedure.



Rules about variables:

Must begin with an alphanumeric character.

Cannot contain an embedded period.

Cannot exceed 255 characters.

Cannot use more than 127 procedure-level variables (arrays count as a
single variable).

e Cannot use more than 127 script-level variables.



Referencing fields

When you need to access the fields in an item, the method you use depends on
whether the field is a standard, built-in Microsoft Outlook 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 working with.

For example, to retrieve the text from the Subject field of a mail message, you
use the Subject property of the item, as shown in the following VB Script
example.

mySubj ect = |Item Subj ect

If the field is a custom (user-defined) field, you accessit using the

User Properties property of the item, as shown in the following V BScript
example. This example assumes that the item already contains a custom field
named ReferredBy.

MyReferral = Item UserProperties("ReferredBy")



Reference a folder

To reference afolder by the name of the folder, use the following code.

Appl i cati on. Get NameSpace(" MAPI ") . Fol der s(" Personal Fol ders"). Fol ders

To reference afolder by a number, use the following code. In this example, the
first folder in the folder collection Personal Foldersis referenced.

Appl i cati on. Get NameSpace(" MAPI ") . Fol der s(" Personal Fol ders"). Fol ders

To reference any of the default Outlook folders, use the GetDefaultFolder
method. Use the value from the table below to specify the folder you want to
create.

Appl i cation. Get NameSpace(" MAPI ") . Get Def aul t Fol der ( 6)

Default folder Hasthe value

Deleted Items 3
Outbox 4
Sent Items 5
Inbox 6
Calendar 9
Contacts 10
Journal 11
Notes 12

Tasks 13



Creating a new item

To create anew item, use the Createl tem method of the Application object.
This method returns an object that you can then use to work with the item.

The following Microsoft Visua Basic for Applications example shows how to
create amail message, add text to its subject and body, and display it. To use this
sample, create a command button named Commandl on aform.

Private Sub Commandl_Cl i ck()
Dim myOLApp As New CQut | ook. Appli cation
Dim nmyOLItem As Qutl ook. MailItem
Set nyCLltem = myOLApp. Createlten{ol Mailltem
Wth nyCLltem
. Subject = "Sanple itenf

.Body = "This is a sanple nessage."
End Wth
nyOLI t em Di spl ay

End Sub

The following example shows how to perform the same task using VBScript in a
form.

Sub CommandButtonl_C i ck()
Set nyCLlItem = Application.Createlten(0)
myOLl tem Subj ect = "Sanple itent
nyOLItem Body = "This is a sanpl e nessage."”
nyOLI t em Di spl ay

End Sub
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Create an Outlook item

This procedure uses the Click event to call Createltem to create and show an
appointment when a user clicks CommandButtonl.

In desigh mode:

1. Using the Control Toolbox, place a CommandButton on your form.
2. Open the Script Editor.

How?

3. Enter the following code, using the value from the table below to specify
the type of item that you want to create.
Sub CommandButtonl dick

Application.Createlten(1). D splay
End Sub

Typeof item Hasthevalue

Mailltem 0
Appointmentltem 1
Contactltem 2
Taskltem 3
Journalltem 4
Notel tem 5
Postltem 6
DistListItem 7



Referencing existing itemsin a folder

There are a number of ways you can reference existing itemsin afolder using
Microsoft Visual Basic. This topic provides information abouit:

Using aFor “ Next or For Each “ Next loop
Using the Items collection

Using the Find method

Using the Restrict method

Using a For“ Next or For Each...Next L oop

Typically these statements are used to loop through all of the itemsin afolder.
The Items collection contains all theitemsin a particular folder, and you can
specify which item to reference by using an index with the | tems collection.
Thisistypically used withtheFor 1 = 1 to n programming construct.

You can use For Each. .. Next toloop through the itemsin the collection
without specifying an index. Both approaches achieve the same result.

The following examples use For Next to loop through all the contactsin the
Contacts folder and display the Full Name field in adialog box.

Vi sual Basic/Visual Basic for Applications code exanpl e.
Set ol = New CQutl ook. Appli cation
Set ol ns = ol. Get NaneSpace(" MAPI ")
Set MyFol der to the default contacts fol der.
Set MyFol der = ol ns. Get Def aul t Fol der (ol Fol der Cont act s)
Get the nunber of itenms in the folder.
Num tems = MyFol der. It ens. Count
Set Myltemto the collection of itens in the fol der.

Set nyltens = nyFolder.ltens. Restrict("[ Messaged ass] = 'IPM Cont act
Loop through all of the itens in the folder.

For I =1 to Numtens
MsgBox Myl tens(1l). Ful | Nanme

Next

VBScri pt code exanpl e.
Set olns = Item Application. Get NameSpace(" MAPI ")
Set MyFol der to the default contacts fol der.
Set MyFol der = ol ns. Get Def aul t Fol der ( 10)



' Get the nunber of items in the folder.
Num t ens = MyFol der. It ens. Count
Set Myltemto the collection of itens in the fol der.

Set nyltens = nyFolder.ltens. Restrict("[ Messaged ass] = 'IPM Cont act
Loop through all of the itenms in the folder.

For I =1 to Numtens
MsgBox Myltens(1l). Ful | Nanme

Next

The following examples use For Each. . . Next to achieve the sameresult asthe
preceding examples:

Vi sual Basic/Visual Basic for Applications code exanple.
Set ol = New CQutl ook. Appli cation
Set ol ns = ol. Get NaneSpace(" MAPI ")

Set MyFol der to the default contacts fol der.
Set MyFol der = ol ns. Get Def aul t Fol der (ol Fol der Cont act s)

Set Myltens to the collection of itens in the fol der.
Set nyltens = nyFolder.ltens. Restrict("[ Messaged ass] = 'IPM Cont act
For Each Specificltemin Mltens

MsgBox Specificltem Ful | Nane

Next

VBScri pt code exanpl e.
Set olns = Item Appli cation. Get NameSpace(" MAPI ")

Set MyFol der to the default contacts fol der.
Set MyFol der = ol ns. Get Def aul t Fol der ( 10)

Set Myltemto the collection of itens in the fol der.
Set nyltens = nyFolder.ltens. Restrict("[ Messaged ass] = 'IPM Cont act
For Each Specificltemin Mltens

MsgBox Specificltem Ful | Nanme

Next

Using the Items Collection

You can also use the I tems collection and specify atext string that matches the
Subject field of an item. The following examples display an item in the Inbox
whose subject contains " Please help on Friday!"

Vi sual Basic/Visual Basic for Applications code exanple.
Set ol = New CQutl ook. Appli cation
Set ol ns = ol. Get NaneSpace(" MAPI ")

Set MyFol der to the default I|nbox.
Set MyFol der = ol ns. Get Def aul t Fol der (ol Fol der | nbox)



Set Myltem = MyFol der.Itens("Pl ease help on Friday!")
Myl tem Di spl ay

VBScri pt code exanpl e.
Set olns = Item Appli cation. Get NameSpace(" MAPI ")
Set MyFol der to the default I|nbox.
Set MyFol der = ol ns. Get Def aul t Fol der ( 6)
Set Myltem = MyFol der.Itens("Pl ease help on Friday!")
Myl tem Di spl ay

Using the Find M ethod

Use the Find method to search for an item in afolder based on the value of one
of itsfields. If the search is successful, you can then use the FindNext method to
check for additional items that meet the same search criteria.

The following examples search to see if you have any high priority tasks.

Vi sual Basic/Visual Basic for Applications code exanple.
Set ol = New CQutl ook. Appli cation
Set ol ns = ol . Get Nanespace(" MAPI ")
Set nyFol der = ol ns. Get Def aul t Fol der ( ol Fol der Tasks)
Set MyTasks = nyFol der.ltens
| mportance corresponds to Priority on the t ask form
Set MyTask = MyTasks.Find("[lnportance] = ""Hi gh""")
If MyTask Is Nothing Then ' the Find failed
MsgBox "Nothing inportant. Go party!"
El se
MsgBox "You have something inportant to do!"
End I|f

VBScri pt code exanpl e.
Set olns = Item Application. Get Namespace(" MAPI ")
Set nyFol der = ol ns. Get Def aul t Fol der ( 13)
Set MyTasks = nyFol der.ltens
| mportance corresponds to Priority on the t ask form
Set MyTask = MyTasks.Find("[lnportance] = ""Hi gh""")
If MyTask Is Nothing Then ' the Find failed
MsgBox "Nothing inportant. Go party!”
El se
MsgBox "You have something inportant to do!"
End |f

Using the Restrict M ethod



The Restrict method is similar to the Find method, but instead of returning a
single item, it returns a collection of items that meet the search criteria. For
example, you could use this method to find all contacts that work at the same
company.

The following examples display all of the contacts that work atProseWare
Corporation:

Aut omat i on code exanpl e.
Set ol = New CQutl ook. Appli cation
Set ol ns = ol. Get NaneSpace(" MAPI ")
Set MyFol der = ol ns. Get Def aul t Fol der (ol Fol der Cont act s)
Set nyltens = nyFolder.ltens. Restrict("[ Messaged ass] = 'IPM Cont act
MyCl ause = "[ ConpanyNane] = ""ProseWare"""
Set MyPWtens = Myltens. Restrict (MO ause)
For Each Myltemin M/PWtens

Myl tem Di spl ay

Next

VBScri pt code exanpl e.
Set olns = Item Application. Get NameSpace(" MAPI ")
Set MyFol der = ol ns. Get Def aul t Fol der ( 10)
Set nyltens = nyFolder.ltens. Restrict("[ Messaged ass] = 'IPM Cont act
MyCl ause = "[ ConpanyNane] = ""ProseWare"""
Set MyPWtens = Myltens. Restrict (MO ause)
For Each Myltemin M/PWtens

Myl tem Di spl ay

Next



Filtering itemsin a collection

You can use the Microsoft Outlook object mode to return information about all
itemsin afolder. Often, however, the desired objective is to search for a specific
item or to retrieve a subset of the itemsin the folder. Consider the following
examples:

e You are developing a Microsoft Access database. When the user enters a
new contact record, you want to give the user the ability to click a button to
check whether a contact with the same name already existsin Outlook. If a
match is found, you can retrieve all the fields for the contact and
automatically fill in the Access database record. In this situation, if the user
filled in the first and last name fields on the Access form, you can use the
Find method in the Outlook object model to search for a match against the
Outlook Full Name field. If you want to make sure there are no additional
contacts in Outlook with the same name, you can then use the FindNext
method to conduct the same search again.

e You are writing a Microsoft Visual Basic program to automatically schedule
appointments in users—calendars. In order to do this, you need to retrieve a
user-s appointments for agiven day. In this case, you would use the
Restrict method to retrieve al appointments that fall on a particular day.

While the Find and Restrict methods perform different functions, the syntax for
both is similar. Following are some tips for using these methods:

e Thefilters used with Find and Restrict are not case-sensitive.

e |tisnot possibleto use these methods if you need to search for astring
that-s contained within an Outlook field, commonly called a"Contains®
operation. If you need to perform a Contains operation, you can iterate
through all of the itemsin the folder and use the Visual Basic InStr
function to seeif your search string is contained within an Outlook field.

e To create afilter that performs a"begins with" operation, use the >, <, >=,
and <= operators. For example, to search for all contacts whose last names
begin with "Mc", use thisfilter: ""[LastName] >=""Mc"" and [LastName]
<""Md""

e You can use the contents of avariable as part of the filter.



Working with command bars

In Microsoft Outlook 2000, toolbars, menu bars, and shortcut menus are all
controlled programmatically as one type of object: command bars. All the
following items are represented in Microsoft Visual Basic by CommandBar
objects:

e Menu bars, toolbars, and shortcut menus
¢ Menus on menu bars and toolbars
e Submenus on menus, submenus, and shortcut menus

You can modify any built-in menu bar or toolbar, and you can create and modify
custom toolbars, menu bars, and shortcut menus to deliver with your Visua
Basic application. You can present the features of your application as buttons on
toolbars or as groups of command names on menus. Because toolbars and menus
are both command bars, you use the same kind of controls on both of them.
Menu bars and toolbars can both contain menus.

In Visual Basic, buttons and menu items are represented by
CommandBar Button objects. The pop-up controls that display menus and
submenus are represented by CommandBar Popup objects.

You can also add text boxes, drop-down list boxes, and combo boxes to any
command bar. These three types of controls are all represented in Visual Basic
by CommandBar ComboBox objects.

Note Although they share similar appearances and behaviors, command bar
controls and ActiveX controls are not the same. You cannot add ActiveX
controls to command bars, and you cannot add command bar controls to
documents or forms.

The built-in command bar controls in Outlook are also represented by
CommandBar Button, CommandBar Popup, and CommandBar ComboBox
objects, but their appearances and behaviors may be different from those you can
add yourself. You can modify the location and appearance of built-in controls,
you cannot modify their built-in behavior.



Referencethe active user

Use GetNameSpace to return the Outlook NameSpace object from the
Application object, and then use the CurrentUser property to return a
Recipient object repesenting the active user, as shown in the following example.

Set nyUser = Application. Get NameSpace(" MAPI ") . Current User



Use current user propertiesfrom the
Microsoft Exchange Server global
address list

In code, open an OLE messaging session and log on, and then use the following
table to reference the property you want to use.

Set ol enSession = Application. CreateCbject (" MAPI. Sessi on")

Ret ur nCode = ol enSessi on. Logon( Appl i cation. Get NameSpace(" MAPI ") . Cur
nyPage = Item CGetl nspector. Modi fi edFor nPages(" Message")

Set nmyUser = ol enSessi on. Current User

Item User Properties. Find("Nane") = nyUser. Nane

Item User Properties. Fi nd("Messagi ng Address"”) = nyUser. Address

Item User Properties. Find("MAPI First Nane") = nyUser.Fields.item &3

Address Book Property Reference
PR_GIVEN_NAME &h3a06001e
PR_INITIALS & h3a0a001e
PR_SURNAME &h3al11001e
PR _7BIT _DISPLAY NAME &h39ff001e
PR_STREET _ADDRESS &h3a29001e
PR_LOCALITY & h3a27001e
PR_STATE_OR PROVINCE &h3a28001e
PR_POSTAL_CODE &h3a2a001e
PR_COUNTRY & h3a26001e
PR TITLE &h3al7001e
PR_COMPANY_NAME &h3al16001e
PR_DEPARTMENT _NAME & h3a18001e
PR_OFFICE_LOCATION &h3a19001e
PR_ASSISTANT & h3a30001e

PR_BUSINESS TELEPHONE_NUMBER &h3a08001e



Use the PropertyChange event to test
procedures

Perform the following steps to test simple procedures. Replace the code below
with the code that you want to test. Each time a user changes the value of the
Importance field, or any other default field, the code runs.

1.

~wN

N o O

Open the Script Editor.
How?

On the Script menu, click Event Handler .
In the Events box, double-click PropertyChange.
Add the following code in the event:

MsgBox "This is ny test procedure”

On the Form menu, click Run This Form.
Click the! icon on the toolbar. The message box will appear.
Click OK to close the message box.
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CheckBox control

Displays the selection state of an item.
Remarks

Use a CheckBox to give the user a choice between two values such as Yes/No,
True/False, or On/Off. When the user selects a CheckBox, it displays a special
mark (such as an X) and its current setting is Yes, True, or On. If the user does
not select the CheckBokx, it isempty and its setting is No, False, or Off.
Depending on the value of the TripleState property, a CheckBox can also have
anull value.

If aCheckBox is bound to a data source, changing the setting changes the value
of that source. A disabled CheckBox shows the current value, but is dimmed 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 more of a
group of related items. For example, you can create an order form that contains a
list of available items, with a CheckBox preceding each item. The user can
select a particular item or items by checking the corresponding Check Box.

The default property of a CheckBox isthe Value property.

Note The ListBox also lets you put a check mark by selected options.
Depending on your application, you can use the ListBox instead of using a
group of CheckBox controls.
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ComboBox control

Combines the features of aListBox and a TextBox. The user can enter a new
value, as with a TextBox, or the user can select an existing value aswith a
ListBox.

Remarks

If aComboBox is bound to a data source, the ComboBox inserts the value
entered or selected by the user into that data source. If a multicolumn combo box
is bound, then the BoundColumn property determines which valueis stored in
the bound data source.

Thelist in aComboBox consists of rows of data. Each row can have one or
more columns, which can appear with or without headings. Some applications
do not support column headings, others provide only limited support.

The default property of a ComboBox is the Value property.

Note If you want more than asingle line of thelist to appear at all times, you
might want to use a ListBox instead of a ComboBox. If you want to use a
ComboBox and limit values to those in the list, you can set the Style property of
the ComboBox so the control 1ooks like a drop-down list box.




CommandButton control

Starts, ends, or interrupts an action or series of actions.
Remarks

Requires VBScript.

Syntax

Sub CommandButton_Click()

‘write event code here

End Sub

The macro or event procedure assigned to the CommandButton's Click event
determines what the CommandButton does. For example, you can create a
CommandButton that opens another form. You can also display text, a picture,
or both on a CommandButton.

The default property of a CommandButton isthe Value property.

The only event for a CommandButton isthe Click event.




Font ODbject

Defines the characteristics of the text used by a control.

Each control has its own Font object to let you set its text characteristics
independently of the characteristics defined for other controls. Use font
properties to specify the font name, to set bold, italic, or underlined text, or to
adjust the size of the text.

The default property for the Font object is the Name property.
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Frame control

Creates afunctional and visual control group.
Remarks

All option buttons in a Frame are mutually exclusive, so you can use the Frame
to create an option group. You can also use a Frame to group controls with
closely related contents.For example, in an application that processes customer
orders, you might use a Frame to group the name, address, and account number
of customers.

You can also use a Frameto create a group of ToggleButtons, but the toggle
buttons are not mutually exclusive.

To create agroup of mutually exclusive OptionButton controls, you can put the
buttons in a Frameon your form, or you can use the GroupName property.




Show All



| mage control

Displays a picture on aform.
Remarks

The Image control lets you display a picture as part of the datain aform. For
example, you might use an I mage to display employee photographsin a
personnel form.

The Image lets you crop, size, or zoom a picture, but does not allow you to edit
the contents of the picture. For example, you cannot use the | mage to change the
colorsin the picture, to make the picture transparent, or to refine the image of
the picture. You must use image editing software for these purposes.

The Image supports the following file formats:

e *.bmp
*.cur
* gif
*.ico
*.jpg

Note You can also display apicture on aLabel. However, aL abel does not let
you crop, Size, or zoom the picture.<P>




L abel control

Displays descriptive text.

Remarks

A L abél control on aform displays descriptive text such asttitles, captions,
pictures, or brief instructions. For example, labels for an address book might

include aL abel for aname, street, or city.

The default property for aL abel isthe Caption property.

Note You can also display apicture on alL abel. However, aL abel does not let
you crop, Size, or zoom the picture.
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ListBox control

Displays alist of values and lets you select one or more.
Remarks

If the ListBox is bound to a data source, the ListBox stores the selected value in
that data source.

The ListBox can either appear asalist or as agroup of OptionButton controls
or CheckBox controls.

The default property for aListBox isthe Value property.
The default event for aListBox isthe Click event.

Note You can't drop text into a drop-down ListBox.
ListBox styles

You can choose between two presentation stylesfor aListBox. Each style
provides different ways for usersto select itemsin thelist.

If the style is Plain, each item is on a separate row; the user selects an item by
highlighting one or more rows.

If the style is Option, an OptionButton or Check Box appears at the beginning
of each row. With this style, the user selects an item by clicking the option
button or check box. Check boxes appear only when the M ultiSelect property is
True.
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MultiPage control

Presents multiple screens of information as a single set.
Remarks

A MultiPage is useful when you work with alarge amount of information that
can be sorted into several categories. For example, use a M ultiPage to display
information from an employment application. One page might contain personal
information such as name and address; another page might list previous
employers; athird page might list references. The MultiPage lets you visualy
combine related information, while keeping the entire record readily accessible.

New pages are added to the right of the currently selected page rather than
adjacent to it.

A MultiPageisacontrol that contains a collection of one or more pages.

Each Page of a M ultiPageisaform that contains its own controls, and as such,
can have aunique layout. Typically, the pagesin a M ultiPage have tabs so the
user can select the individual pages.

By default, a M ultiPage includes two pages, called Pagel and Page2. Each of
these is a Page object, and together they represent the Pages collection of the
MultiPage. If you add more pages, they become part of the same Pages
collection.

The default property for a M ultiPage is the Value property, which returns the
index of the currently active Page in the Pages collection of the M ultiPage.

Note The MultiPage control does not support the Click event.
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OptionButton control

Shows the selection status of one item in agroup of choices.
Remarks

Use an OptionButton to show whether asingleitem in agroup is selected. Note
that each OptionButton in aFrameis mutually exclusive.

If an OptionButton is bound to a data source, the OptionButton can show the
value of that data source as either Yes/No, True/False, or On/Off. If the user
selects the OptionButton, the current setting is Yes, True, or On. If the user does
not select the OptionButton, the setting is No, False, or Off. For example, an
OptionButton in an inventory-tracking application might show whether an item
is discontinued. If the OptionButton is bound to a data source, then changing
the setting changes the value of that data source. A disabled OptionButton is
dimmed and does not show avalue.

Depending on the value of the TripleState property, an OptionButton can aso
have anull value.

You can also use an OptionButton inside a group box to select one or more of a
group of related items. For example, you can create an order form with alist of
available items, with an OptionButton preceding each item. The user can select
aparticular item by checking the corresponding OptionButton.

The default property for an OptionButton is the Value property.




Pages Collection

A Pages collection includes all the pages of a M ultiPage.

Remarks

Each Pages collection provides the features to manage the number of pagesin
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 within the collection. The index of the first Pagein a
collection is O; the index of the second Pageis 1; and so on.




Page Object

One page of a M ultiPage or a single member of a Pages collection.
Remarks

Each Page object contains its own set of controls and does not necessarily rely
on other pages in the collection for information. A Page inherits some 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 within the collection. The index of the first Pagein a
collection is O; the index of the second Pageis 1; and so on.

The default name for the first Page is Pagel. The default name for the second
Page is Page2.




ScrollBar control

Returns or sets the value of another control based on the position of the scroll
box.

Remarks
Requires VBScript.

A ScrollBar isastand-alone control you can place on aform. It isvisually like
the scroll bar you see in certain objects such as a ListBox or the drop-down
portion of a ComboBox. However, unlike the scroll bars in these controls, the
stand-alone ScrollBar is not an integral part of any other control.

To use the ScrollBar to set or read the value of another control, you must write
code that uses the ScrollBar's Value property. For example, to use the
ScrollBar to update the value of a TextBox, you can write code that reads the
Value property of the ScrollBar and then sets the Value property of the
TextBox.

The default property for a ScrollBar isthe Value property.

Note To create a horizontal or vertical ScrollBar, drag the sizing handles of the
ScrollBar horizontally or vertically on the form.




SpinButton control

| ncrements and decrements numbers.
Remarks
Requires VBScript.

Clicking a SpinButton changes only the value of the SpinButton. You can write
code that uses the SpinButton to update the displayed value of another control.
For example, you can use a SpinButton to change the month, the day, or the
year shown on adate. You can also use a SpinButton to scroll through arange
of values or alist of items, or to change the value displayed in atext box.

To display avalue updated by a SpinButton, you must assign the value of the
SpinButton to the displayed portion of a control, such as the Caption property
of aLabel or the Text property of a TextBox. To create a horizontal or vertical
SpinButton, drag the sizing handles of the SpinButton horizontally or vertically
on the form.

The default property for a SpinButton is the Value property.




Tab Object

A Tab isan individua member of a Tabs collection.
Remarks

Visually, a Tab object appears as arectangle protruding from alarger rectangular
area, or as a button adjacent to arectangular area.

In contrast to a Page, a Tab does not contain any controls. Controls that appear
within the region bounded by a TabStrip are contained on the form, asis the
TabStrip.

You can reference a Tab by itsindex value. The index value reflects the ordinal
position of the Tab within the collection. The index of thefirst Tab in a
collection is O; the index of the second Tab is 1; and so on.




Tabs Collection

A Tabs collection includes all Tabs of a TabStrip.

Remarks

Each Tabs collection provides the features to manage the number of tabsin 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 itsindex value. The index value reflects the ordinal
position of the Tab within the collection. The index of thefirst Tab in a
collection is O; the index of the second Tab is 1; and so on.
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TabStrip control

Presents a set of related controls as avisual group.

Remarks

You can use a TabStrip to view different sets of information for related controls.
A TabStrip isacontrol that contains a collection of one or more tabs.

Each Tab of a TabStrip is a separate object that users can select. Visually, a
TabStrip asoincludes aclient areathat all the tabsin the TabStrip share.

By default, a TabStrip includes two pages, called Tabl and Tab2. Each of these
isaTab object, and together they represent the Tabs collection of the TabStrip.
If you add more pages, they become part of the same Tabs collection.

For example, the controls might represent information about a daily schedule for
agroup of individuas, with each set of information corresponding to a different
individual in the group. Set the title of each tab to show one individual's name.
Then, you can write code that, after you click atab, updates the controls to show
information about the person identified on the tab.

Note The TabStrip isimplemented as a container of a Tabs collection, whichin
turn contains a group of Tab objects. The TabStrip control does not support the
Click event.

Note The default property for aTabStrip isthe Selectedltem property.
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TextBox control

Displays information from a user or from an organized set of data.
Remarks

A TextBox is the control most commonly used to display information entered by
auser. Also, it can display a set of data, such as atable, query, worksheet, or a
calculation result. If a TextBox is bound to a data source, then changing the
contents of the TextBox also changes the value of the bound data source.

Formatting applied to any piece of text in a TextBox will affect all text in the
control. For example, if you change the font or point size of any character in the
control, the change will affect all charactersin the control.

The default property for a TextBox is the Value property.
Tipson using text boxes

The TextBox is aflexible control governed by the following properties: Text,
MultiL ine, WordWrap, and AutoSize.

Text contains the text that's displayed in the text box.

MultiLine controls whether the TextBox can display text asasingleline or as
multiple lines. Newline characters identify where one line ends and another
begins. If MultiLineis False (the default value), the text istruncated instead of
wrapped.

WordWrap alows the TextBox to wrap lines of text that are longer than the
width of the TextBox into shorter linesthat fit. The default valueis True.

If you do not use Wor dWr ap, the TextBox starts anew line of text when it
encounters a newline character in the text. If WordWr ap is turned off, you can
have text lines that do not fit completely in the TextBox. The TextBox displays
the portions of text that fit inside its width and truncates the portions of text that
do not fit. WordWrap is not applicable unless MultiLineis True.



AutoSize controls whether the TextBox adjuststo display all of the text. When
using AutoSize with a TextBox, the width of the TextBox shrinks or expands
according to the amount of text in the TextBox and the font size used to display
the text. The default value is False.

AutoSize works well in the following situations:

e Digplaying a caption of one or more lines.
e Displaying the contents of a single-line TextBox.
¢ Displaying the contents of a multiline TextBox that is read-only to the user.

Note Avoid using AutoSize with an empty TextBox that also usesthe
MultiLine and Wor dWr ap properties. When the user enterstext into a TextBox
with these properties, the TextBox automatically sizesto along narrow box one
character wide and as long as the line of text.
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ToggleButton control

Shows the selection state of an item.
Remarks

Use a ToggleButton to show whether an item is selected. If a ToggleButton is
bound to a data source, the ToggleButton shows the current value of that data
source as either Yes/No, True/False, On/Off, or some other choice of two
settings. If the user selects the ToggleButton, the current setting is Yes, True, or
On. If the user does not select the ToggleButton, the setting is No, False, or Off.
If the ToggleButton is bound to a data source, changing the setting changes the
value of that data source. A disabled ToggleButton showsavalue, but is
dimmed and does not allow changes from the user interface.

You can aso use a ToggleButton inside a Frame to select one or more of a
group of related items. For example, you can create an order form with alist of
available items, with a ToggleButton preceding each item. The user can select a
particular item by selecting the appropriate ToggleButton.

The default property of a ToggleButton isthe Value property.

The only event for a ToggleButton isthe Click event.
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About the order of events

The following events occur in the order specified when a user completes an
action.

Events When
Open A form is opened to compose an item.
Send, Write, Close Anitemissent.
Write, Close Anitem s posted.
Write Anitemis saved.
Close Anitemis closed.
Read, Open Anitemisopened in afolder.
Reply A user repliesto an item's sender.
ReplyAll A user repliesto an item's sender and all recipients.

The newly-created item is passed to the procedure

Forward after the user selects the Forward action for an item.
PropertyChange One of the item's standard properties is changed.
CustomPropertyChange One of the item's custom properties is changed.
CustomAction A user-defined action isinitiated.

The Click event occurs only when you have defined it for a control in the Script
Editor.



Add a Click event for a control

1. Open the Script Editor.
How?

2. For the control to which you want to add a Click event, add the following,
where CommandButtonl is the name of the control.

Sub CommandButtonl dick

End Sub

3. Enter the code that you want in the event.
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Click Event

The Click 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 Click event. However,
individual the Page objects of the M ultiPage control do support the click event.

ScrollBars and SpinButtons do not support the Click event but you can bind
them to fields and use the CustomPropertyChange event.

Syntax
Sub object_Click()
The Click event syntax has these parts:

Part Description
object Required. A valid object.

Example:
Sub CommandButtonl_d i ck()

MsgBox "You just clicked ny button! "
End Sub

Remarks

The Click event occursin one of two cases:

e The user clicks a control with the mouse.
e The user definitively selects avalue for a control with more than one
possible value.

Of the two cases where the Click event occurs, the first case appliesto the
CommandButton, Frame, Image, L abel, and Page.




The second case appliesto the CheckBox, ComboBox, ListBox, and
TogaleButton. It also applies to an OptionButton when the value changes to
True.

The following are examples of actions that initiate the Click event:

Clicking ablank area of aform or a disabled control (other than alist box)
on the form.

Clicking a CommandButton.

Pressing the SPACEBAR when a CommandButton has the focus.
Clicking a control with the left mouse button (left-clicking).

Pressing ENTER on aform that has a command button whose Default
property is set to True, aslong as no other command button has the focus.
Pressing ESC on aform that has a command button whose Cancel property
Isset to True, aslong as no other command button has the focus.

Pressing a control's accelerator key.

For some controls, the Click event occurs when the Value property changes.
However, using the PropertyChange or CustomPropertyChange event is the
preferred technique for detecting a new value for a property. The following are
examples of actions that initiate the Click event due to assigning a new value to
acontrol:

Clicking a CheckBox or ToggleButton, pressing the SPACEBAR when
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.

Changing the value of an OptionButton to True. Setting one
OptionButton in agroup to True sets all other buttons in the group to
False, but the Click event occurs only for the button whose value changes
to True.

Selecting avalue for aComboBox or ListBox so that it unquestionably
matches an item in the control's drop-down list. For example, if alist is not
sorted, the first match for characters typed in the edit region may not be the
only match in the list, so choosing such a value does not initiate the Click
event. In asorted list, you can use entry-matching to ensure that a selected
value is a unique match for text the user types.

The Click event is not initiated when Value is set to Null.



Note Left-clicking changes the value of a control, thusit initiates the Click
event. Right-clicking does not change the value of the control, so it does not
initiate the Click event.

Also Note If you bind aListBox, ComboBox, OptionButton, or CheckBox to
afield, then the Click event does not fire. You need to use the PropertyChange
or CustomPropertyChange event to detect the change via code.

Example:

Sub Item PropertyChange(ByVal Nane)
Set MyListBox = Item Getlnspector. Modi fi edFor mPages( " Message"). Contr
Sel ect Case Nane
Case "M | eage”
Item CC = MyLi st Box. Val ue
|t em Subj ect = MyLi st Box. Val ue
Case Else
End Sel ect
End Sub
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Add Method

Adds a control by its programmatic identifier (ProglD) to a page or adds or
insertsa Tab or Pagein aTabStrip or MultiPage.

Syntax

For MultiPage, TabStrip
Set Object = object. Add( [ Name [, Caption [, index]]])

For other controls
Set Control = object.Add( ProgID [, Name [, Visible]])

The Add method syntax has these parts:

Part Description
object Required. A valid object name.

Optional. Specifies the name of the object being added. If anameis not
Name specified, the system generates a default name based on the rules of the
application where the form is used.

Optional. Specifies the caption to appear on atab or acontrol. If a
Caption caption is not specified, the system generates a default caption based on
the rules of the application where the form is used.

Optional. Identifies the position of a page or tab within 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.

Required. Programmatic identifier. A text string with no spaces that

identifies an object class. The standard syntax for a ProgID is

<Vendor>.<Component>.<Version>. A ProgID is mapped to a class

identifier (CLSID).

Vig Optional. Trueif the object isvisible (default). Falseif the object is
Sble ididen

index

ProglD

Settings



ProgID valuesfor individual controls are:

CheckBox Forms.CheckBox.1
ComboBox Forms.ComboBox.1
CommandButton Forms.CommandButton.1
Frame Forms.Frame.1
Image Forms.Image.1

L abel Forms.Label.1
ListBox Forms.ListBox.1
MultiPage Forms.MultiPage.1
OptionButton Forms.OptionButton.1
ScrollBar Forms.Scrol|Bar.1
SpinButton Forms.SpinButton.1
TabStrip Forms.TabStrip.1
TextBox Forms. TextBox.1

ToggleButton Forms.ToggleButton.1

Remarks

For aMultiPage control, the Add method 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 Controls collection of an object, the Add method returns a control
corresponding to the specified ProglD. The AddControl event occurs after the
control is added.

The following syntax will return the Text property of a control added at design
time:

user f or nl. t hebox. t ext
If you add a control at run time, you must use the exclamation syntax to

reference properties of that control. For example, to return the Text property of a
control added at run time, use the following syntax:



userforml!t hebox. t ext

Note You can change a control's Name property at run time only if you added
that control at run time with the Add method.
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Addltem Method

For asingle-column ListBox or ComboBox, the Addltem method adds an item
to the list. For amulticolumn ListBox or ComboBox, this method adds arow to
thelist.

Syntax
Variant = object. AddItem( [ item [, varindex]])

The AddItem method syntax has these parts:

Part Description
object Required. A valid object.

Optional. Specifiestheitem or row to add. The number of the first
item or row is O; the number of the second item or row is 1, and so on.

Optional. Integer specifying the position within the object where the
new item or row is placed.

ltem

var|ndex

Remarks

If you supply avalid value for varindex, the Addltem method places the item or
row at that position within thelist. If you omit varIndex, the method adds the
item or row at the end of thelist.

The value of varlndex must not be greater than the value of the ListCount
property.

For amulticolumn ListBox or ComboBox, Addltem inserts an entire row, that
IS, it inserts an item for each column of the control. To assign values to an item
beyond the first column, use the List or Column property and specify the row
and column of the item.

If the control is bound to data, the Addltem method fails.

Note You can add more than one row at atimeto a ComboBox or ListBox by
using List.
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Clear Method

Removes all objects from an object or collection.
Syntax
object.Clear

The Clear method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

For aMultiPage or TabStrip, the Clear method deletes individual pages or
tabs.

For aListBox or ComboBox, Clear removes al entriesin thelist.

For a Controls collection, Clear deletes controls that were created at run-time
with the Add method. Using Clear on controls created at design-time causes an
error.

Note If the control isbound to data, the Clear method fails.




Copy Method

Copies the contents of an object to the Clipboard.
Syntax
object.Copy

The Copy method syntax has these parts:

Part Description
object Required. A valid object.

Remarks
The origina content remains on the object.

The actual content that is copied depends on the object. For example, on a Page,
the Copy method copies the currently selected control or controls. On a TextBox
or ComboBox, it copies the currently selected text.

Using Copy for aform, Frame, or Page copies the currently-active control.
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Cut Method

Removes selected information from an object and transfers it to the Clipboard.
Syntax
object.Cut

The Cut method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

For aComboBox or TextBox, the Cut method removes currently selected text
in the control to the Clipboard. This method does not require that the control

have the focus.

On aPage, Frame, or form, Cut removes currently selected controls to the
Clipboard. This method only removes controls created at run time.




DropDown Method

Displays the list portion of a ComboBox.
Syntax
object.DropDown

The DropDown method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

Use the DropDown method to open the list in a combo box.
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GetFormat Method

Returns an integer value indicating whether a specific format is on the
DataObj ect.

Syntax
Boolean = object.GetFor mat( format)
The GetFormat method syntax has these parts:

Part Description

object Required. A valid object.
Required. An integer or string specifying a specific format that might
format exist in the DataObject. If the specified format existsin the
DataObject, GetFormat returns True.

Settings

The settings for format are:

Value Description
1 Text format.
A string or any integer A user-defined DataObject format passed to the
other than 1 DataObject from SetText.
Remarks

The GetFormat method searches for aformat in the current list of formats on
the DataODbject. If the format is on the DataODbject, GetFor mat returns True;

if not, GetFormat returns False.

The DataObject currently supports only text formats.






GetFromClipboard Method

Copies data from the Clipboard to a DataObj ect.
Syntax
Sring = object.GetFromClipboard()

The GetFromClipboard method syntax has these parts:

Part Description
object Required. A valid object name.

Remarks

The DataObject can contain multiple data items, but each item must bein a
different format. For example, the DataObject might include one text item and
oneitem in a custom format; but cannot include two text items.
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GetText Method

Retrieves atext string from the DataObj ect using the specified format.
Syntax

Sring = object.GetText( [ format])

The GetText method syntax has these parts:

Part Description

object Required. A valid object name.
Optional. A string or integer specifying the format of the data to retrieve

format from the DataObj ect.

Settings

The settings for format are:

Value Description
1 Text format.
A string or any integer A user-defined DataObject format passed to the
other than 1 DataObject from SetText.
Remarks

The DataObj ect supports multiple formats, but only supports one dataitem of
each format. For example, the DataObject might include one text item and one
item in a custom format; but cannot include two text items.

If no format is specified, the GetText method requests information in the Text
format from the DataObj ect.
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|tem M ethod

Returns a member of a callection, either by position or by name.
Syntax

Set Object = object.Item( collectionindex)

The Item method syntax has these parts:

Part Description
obj ect Required. A valid object.
collectionindex Required. A member's position, or index, within a collection.

Settings

The collectionindex can be either a string or an integer. If it isastring, it must be
avalid member name. If it is an integer, the minimum value is 0 and the
maximum value is one less than the number of items in the collection.

Remarks

If aninvalid index or name is specified, an error occurs.




Move M ethod

Moves aform or control, or moves all the controls in the Controls collection..
Syntax

For aform or control
object. Move( [Left [, Top [, Width [, Height [, Layout]]]]])

For the Controls collection
object.Move( X, Y)

The M ove method syntax has these parts:

Part Description
object Required. A valid object name.
Optional. Single-precision value, in points, indicating the horizontal

Left coordinate for the left edge of the object.
To Optional. Single-precision value, in points, that specifies the vertical
P coordinate for the top edge of the object.
Optional. Single-precision value, in points, indicating the width of the
Width ="
object.
. . Optional. Single-precision value, in points, indicating the height of the
Height object

Optional. A Boolean value indicating whether the Layout event is
Layout initiated for the control's parent following this move. False is the default
value.
Required. Single-precision value, in points, that specifies the change
X, Y  from the current horizontal and vertical position for each control in the
Controls collection.

Settings

The maximum and minimum values for the Left, Top, Width, Height, X, and Y
arguments vary from one application to another.



Remarks

For aform or control, you can move a selection to a specific location relative to
the edges of the form that contains the selection.

You can use named arguments, or you can enter the arguments by position. If
you use named arguments, you can list the arguments in any order. If not, you
must enter the arguments in the order shown, using commeas to indicate the
relative position of arguments you do not specify. Any unspecified arguments
remain unchanged.

For the Controls collection, you can move all the controlsin this collection a
specific distance from their current positions on a Frame or Page.




Paste M ethod

Transfers the contents of the Clipboard to an object.
Syntax
object.Paste

The Paste method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

Data pasted into a ComboBox or TextBox is treated as text.




PutlnClipboard Method

Moves data from a DataObject to the Clipboard.
Syntax
object.PutlnClipboard

The PutlnClipboard method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

The PutInClipboard method replaces the contents of the Clipboard with the
contents of the DataObject that isin Text format.




RedoAction Method

Reverses the effect of the most recent Undo action.

Syntax
Boolean = object.RedoAction

The RedoAction method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

Redo reverses the last Undo, which is not necessarily the last action taken. Not
all actions can be undone.

RedoAction returns Trueif it was successful.
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Remove M ethod

Removes a member from a collection; or, removes a control from a Frame, or
Page.

Syntax
object.Remove( collectionindex)
The Remove method syntax has these parts:

Part Description

object Required. A valid object.
Required. A member's position, or index, within a collection.
Numeric as well as string values are acceptable. If thevalueisa
collectionindex number, the minimum value is zero, and the maximum value is
one less than the number of membersin the collection. If the
valueisastring, it must correspond to avalid member name.
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Removeltem M ethod

Removes arow from thelist in alist box or combo box.
Syntax

Boolean = object.Removel tem( index)

The Removel tem method syntax has these parts:

Part Description

object Required. A valid object.
Required. Specifies the row to delete. The number of the first row is0;

Index the number of the second row is 1, and so on.

This method will not remove arow from thelist if the ListBox is data bound
(that is, when the RowSour ce property specifies a data source for the ListBox).




Repaint Method

Updates the display by redrawing the frame or page.
Syntax
Boolean = object.Repaint

The Repaint method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

The Repaint method is useful if the contents or appearance of an object changes
significantly, and you don't want to wait until the system automatically repaints
the area.




Scroll Method

Moves the scroll bar on an object.

Syntax

object.Scroll( [ ActionX [, ActionY]])

The Scroll method syntax has these parts:

object

Description
Required. A valid object name.

ActionX Optional. Identifies the action to occur in the horizontal direction.
ActionY Optional. Identifies the action to occur in the vertical direction.

Settings

The settings for ActionX and ActionY are:

Value

0

Description
Do not scroll in the specified direction.
Move up on avertical scroll bar or left on a horizontal scroll bar.
Movement is equivalent to pressing the up or left arrow key on the
keyboard to move the scroll bar.
Move down on avertical scroll bar or right on a horizontal scroll bar.
Movement is equivalent to pressing the right or down arrow key on the
keyboard to move the scroll bar.
Move one pageup on avertical scroll bar or one page left on a horizontal
scroll bar. Movement is equivalent to pressing PAGE UP on the keyboard
to move the scroll bar.
Move one pagedown on avertical scroll bar or one pageright on a
horizontal scroll bar. Movement is equivalent to pressing PAGE DOWN
on the keyboard to move the scroll bar.
Move to the top of avertical scroll bar or to the left end of a horizontal
scroll bar.



Move to the bottom of avertical scroll bar or to the right end of a
horizontal scroll bar.

Remarks

The Scroll method applies scroll bars that appear on aform, Frame, or Page
that is larger than its display area. This method does not apply to the stand-alone

ScrollBar or to scroll bars that appear on a TextBox.
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SetDefaultTabOrder M ethod

Sets the Tabl ndex property of each control on aframe or page, using a default
top-to-bottom, left-to-right tab order.

Syntax
object.SetDefault TabOr der

The SetDefaultTabOrder method syntax has these parts:

Part Description
object Required. A valid object.
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SetFocus M ethod

Moves the focus to this instance of an object.
Syntax
object.SetFocus

The SetFocus method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

If setting the focus fails, the focus reverts to the previous object and an error is
generated.

By default, setting the focus to a control does not activate the control's window
or place it on top of other controls.

The SetFocus method is valid for an empty Frame as well as aFrame that
contains other controls. An empty Frame will take the focus itself, and any
subsequent keyboard events apply to the Frame. In a Frame that contains other
controls, the focus moves to the first control in the Frame, and subsequent
keyboard events apply to the control that has the focus.
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SetText M ethod

Copies atext string to the DataObject using a specified format.
Syntax
object.SetText( SoreData [, format])

The SetText method syntax has these parts:

Part Description
obj ect Required. A valid object.
SoreData Required. Defines the data to store on the DataObj ect.

Optional. An integer or string specifying the format of StoreData.
format  When retrieving data from the DataObj ect, the format identifies the
piece of datato retrieve.

Settings
The settings for format are:

Value Description
1 Text format.
A string or integer value other than 1 A user-defined DataObj ect format.

Remarks

The DataObject stores data according to its format. When the user suppliesa
string, the DataObject saves the text under the specified format.

If the DataODbject contains data in the same format as new data, the new data
replaces the existing data in the DataObject. If the new dataisin a new format,
the new data and the new format are both added to the DataObject, and the
previously existing datais there as well.



If no format is specified, the SetText method assigns the Text format to the text
string. If anew format is specified, the DataObject registers the new format
with the system.




StartDrag Method

Initiates a drag-and-drop operation for a DataObj ect.

Syntax
DropEffect=Object.Star tDr ag([ Effect as DropEffect])

The StartDrag method syntax has these parts:

Part Description
Object Required. A valid object.
Effect Optional. Effect of the drop operation on the target control.

Settings
The settings for Effect are:

Value Description

0 Does not copy or move the drop source to the drop target.
1 Copies the drop source to the drop target.

2 Moves the drop source to the drop target.

3 Copies or moves the drop source to the drop target.

Remarks

The drag action starts at the current mouse pointer position with the current
keyboard state and ends when the user releases the mouse. The effect of the
drag-and-drop operation depends on the effect chosen for the drop target.

For example, a control's MouseM ove event might include the StartDr ag
method. When the user clicks the control and moves the mouse, the mouse
pointer changes to indicate whether Effect isvalid for the drop target.






UndoAction Method

Reverses the most recent action that supports the Undo command.

Syntax
Boolean = object.UndoAction

The UndoAction method syntax has these parts:

Part Description
object Required. A valid object.

Remarks

Not all user actions can be undone. If an action cannot be undone, the Undo
command is unavailable following the action.

You must apply this method before the form or control is updated. You may want
to include this method in a form's PropertyChange event.
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ZOrder Method

Places the object at the front or back of the z-order.
Syntax
object.ZOrder ([ zPosition])

The ZOrder method syntax has these parts:

Part Description
object Required. A valid object.
ZPosition Optional. A control's position, front or back, in the container's z-orde.

Settings
The settings for zPosition are:

Value Description

0 Places the control at the front of the z-order. The control appears on top
of other controls (default).

Places the control at the back of the z-order. The control appears

1 underneath other controls.

Remarks

The z-order determines how windows and controls are stacked when they are
presented to the user. Items at the back of the z-order are overlaid by closer
items; items at the front of the z-order appear to be on top of items at the back.
When the zZPosition argument is omitted, the object is brought to the front.

In design mode, the Bring to Front or Send To Back commands set the z-order.
Bring to Front is equivalent to using the ZOrder method and putting the object
at the front of the z-order. Send to Back is equivalent to using ZOrder and
putting the object at the back of the z-order.



This method does not affect content or sequence of the controlsin the Controls
collection.

Note You can't Undo or Redo layering commands, such as Send to Back or
Bring to Front. For example, if you select an object and click M ove Backward
on the shortcut menu, you won't be able to Undo or Redo that action.
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Accelerator Property

Sets or retrieves the accelerator key for a control.

Syntax
object.Accelerator [= String]

The Accelerator property syntax has these parts:

Part Description
object Required. A valid object.
Sring Optional. The character to use as the accelerator key.

Remarks

To designate an accelerator key, enter a single character for the Accelerator
property. You can set Accelerator in the control's property sheet or in code. If
the value of this property contains more than one character, the first character in
the string becomes the value of Accelerator.

When an accelerator key is used, there is no visual feedback (other than focus) to
indicate that the control initiated the Click event. For example, if the accelerator
key appliesto a CommandButton, the user will not see the button pressed in the
interface. The button receives the focus, however, when the user presses the
accelerator key.




ActiveControl Property

|dentifies and allows manipulation of the control that has the focus.
Syntax
object.ActiveControl

The ActiveControl property syntax has these parts:

Part Description
object Required. A valid object.

Remarks

The ActiveControl property isread-only and is set when you select a control in
the interface. You can use ActiveControl as a substitute for the control name
when setting properties or calling methods.




Alignment Property

Specifies the position of a control relative to its caption.
Syntax

object.Alignment [= 0,1]

The Alignment property syntax has these parts:

Part Description
object Required. A valid object.

Settings
The Settings for Alignment are:

Value Description
0 Places the caption to the left of the control.
1 Places the caption to the right of the control (default).

Remarks

The caption text for a control is left-aligned.




AutoSize Property

Specifies whether an object automatically resizes to display its entire contents.
Syntax
object.AutoSize [= Boolean]

The AutoSize property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the control is resized.

Settings
The settings for Boolean are:

Value Description
True Automatically resizes the control to display its entire contents.

Keeps the size of the control constant. Contents are clipped when they

False exceed the area of the control (default).

Remarks

For controls with captions, the AutoSize property specifies whether the control
automatically adjuststo display the entire caption.

For controls without captions, this property specifies whether the control
automatically adjusts to display the information stored in the control. In a
ComboBox, for example, setting AutoSize to True automatically sets the width
of the display area to match the length of the current text.

For asingle-line TextBox, setting AutoSize to True automatically sets the width
of the display areato the length of the text in the text box.




For amultiline TextBox that contains no text, setting AutoSizeto True
automatically displays the text as a column. The width of the text column is set
to accommodate the widest letter of that font size. The height of the text column
IS set to display the entire text of the TextBox.

For amultiline TextBox that contains text, setting AutoSizeto True
automatically enlarges the TextBox vertically to display the entire text. The
width of the TextBox does not change.

Note If you manually change the size of a control while AutoSizeis True, the
manual change overrides the size previously set by AutoSize.
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AutoTab Property

Specifies whether an automatic tab occurs when a user enters the maximum
allowable number of charactersinto a TextBox or the text box portion of a
ComboBox.

Syntax

object.AutoTab [= Boolean]

The AutoTab property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Specifies whether an automatic tab occurs.

Settings
The settings for Boolean are:

Value Description
True Tab occurs,
False Tab does not occur (default).

Remarks

The M axL ength property specifies the maximum number of characters allowed
in a TextBox or the text box portion of a ComboBox.

You can specify the AutoTab property for a TextBox or ComboBox on aform
for which you usually enter a set number of characters. Once a user enters the
maximum number of characters, the focus automatically moves to the next
control in the tab order. For example, if a TextBox displays inventory stock
numbers that are always five characters long, you can use M axL ength to specify
the maximum number of charactersto enter into the TextBox and AutoTab to



automatically tab to the next control after the user enters five characters.




AutoWordSelect Property

Specifies whether the basic unit used to extend a selection isaword or asingle
character.

Syntax
object. AutoWor dSelect [= Boolean]

The AutoWor dSelect property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Specifies the basic unit used to extend a selection.

Settings
The settings for Boolean are:

Value Description
True Usesaword asthe basic unit (default).
False Uses a character as the basic unit.

Remarks

The AutoWor dSelect property specifies how the selection extends or contracts
in the edit region of a TextBox or ComboBox.

If the user places the insertion point in the middle of aword and then extends the
selection while AutoWor dSelect is True, the selection includes the entire word.
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BackColor Property

Specifies the background color of the object.

Syntax
object.BackColor [= Long]

The BackColor property syntax has these parts:

Part Description
object Required. A valid object.

Long Optional. A value or constant that determines the background color of an
object.

Settings

You can use any integer that represents avalid color. You can aso specify a
color by using the RGB function with red, green, and blue color components.
The value of each color component is an integer that ranges from zero to 255.
For example, you can specify teal blue as the integer value 4966415 or asred,
green, and blue color components 15, 200, 75, as shown in the following
example.

RGB( 15, 200, 75)

Remarks

You can only see the background color of an object if the BackStyle property is
setto 1.
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BackStyle Property

Returns or sets the background style for an object.
Syntax
object.Back Style [=BackStyl €]

The Back Style property syntax has these parts.

Part Description
object  Required. A valid object.
BackStyle Optional. Specifies the control background.

Settings
The settings for BackStyle are:

Value Description
0 The background is transparent.
1 The background is opaque (default).

Remarks

The Back Style property determines whether a control is transparent. If
BackStyleis 1, the control is not transparent and you cannot see anything behind
the control on aform. If BackStyleis 0, you can see through the control and
look at anything on the form located behind the control. The BackColor
property isonly valid if the BackStyle property is set to 1.

Note does not affect the transparency of bitmaps. You must use a picture editor
such as Paintbrush to make a bitmap transparent. Not all controls support
transparent bitmaps.
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Bold, Italic, Size, StrikeT hrough,
Underline, Weight Properties

Specifies the visual attributes of text on adisplayed or printed form.
Syntax

object.Bold [= Boolean]

object.ltalic [= Boolean]

object.Size [= Currency]

object.StrikeThrough [= Boolean]

object.Under line [= Boolean]

object.Weight [= Integer]

The Bold, Italic, Size, StrikeThrough, Underline, and Weight property
syntaxes have these parts:

Part Description
object Required. A valid object name.
Boolean Optional. Specifiesthe font style.
Currency Optional. A number indicating the font size.
Integer Optional. Specifies the font style.

The settings for Boolean are:

Value Description

The text has the specified attribute (that is bold, italic, size, strikethrough
or underline marks, or weight).

False Thetext does not have the specified attribute (default).

True



The Weight property accepts values from 0 to 1000. A value of zero allows the
system to pick the most appropriate weight. A value from 1 to 1000 indicates a
specific weight, where 1 represents the lightest type and 1000 represents the
darkest type.

Remarks

These properties define the visual characteristics of text. The Bold property
determines whether text is normal or bold. The Italic property determines
whether text is normal or italic. The Size property determines the height, in
paints, of displayed text. The Under line property determines whether text is
underlined. The StrikeThrough property determines whether the text appears
with strikethrough marks. The Weight property determines the darkness of the

type.

The font's appearance on screen and in print may differ, depending on your
computer and printer. If you select afont that your system can't display with the
specified attribute or that isn't installed, Windows substitutes a similar font. The
substitute font will be as similar as possible to the font originally requested.

Changing the value of Bold aso changes the value of Weight. Setting Bold to
True sets Weight to 700; setting Bold to False sets Weight to 400. Conversely,
setting Weight to anything over 550 sets Bold to True; setting Weight to 550 or
less sets Bold to False.

The default point size is determined by the operating system.
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BorderColor Property

Specifies the color of an object's border.
Syntax
object.Border Color [= Long]

The Border Color property syntax has these parts:

Part Description
object Required. A valid object.
Long Optional. A value that determines the border color of an object.

Settings

You can use any integer that represents avalid color. You can aso specify a
color by using the RGB function with red, green, and blue color components.
The value of each color component is an integer that ranges from zero to 255.
For example, you can specify teal blue as the integer value 4966415 or asred,
green, and blue color components 15, 200, 75, as shown in the following
example.

RGB( 15, 200, 75)

Remarks

To use the Border Color property, the Border Style property must be set to a
value other than 0.

Border Style uses Bor der Color to define the border colors. The Special Effect
property uses system colors exclusively to define its border colors. For Windows
operating systems, system color settings are set using the Display icon in
Control Panel. In Windows NT 3.51, system color settings are set using the
Color iconin Control Panel.







Border Style Property

Specifies the type of border used by a control or aform.
Syntax
object.Border Style [=Border Styl €]

The Border Style property syntax has these parts.

Part Description
object Required. A valid object.
Border Style Optional. Specifies the border style.

Settings
The settings for Border Syle are:

Value Description
0 The control has no visible border line.
1 The control has a single-line border (default).

The default value for aComboBox, Frame, Label, ListBox or TextBox iSO
(None). The default value for an lmage is 1 (Sngle).

Remarks

For aFrame, the Border Style property isignored if the Special Effect property
is None.

You can use either Border Style or Special Effect 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 example, if you set
Border Style to 1, the system sets Special Effect to zero (Flat). If you specify a
nonzero value for Special Effect, the system sets Bor der Style to zero.



Border Style uses Border Color to define the colors of its borders. To use the
Border Color property, the Bor der Style property must be set to a value other
than O.
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BoundColumn Property

|dentifies the source of data in a multicolumn ComboBox or ListBox.

Syntax
object.BoundColumn [= Variant]

The BoundColumn property syntax has these parts:

Part Description
object Required. A valid object.
Variant Optional. Indicates how the BoundColumn value is selected.

Settings
The settings for Variant are;

Value Description
0 Assigns the value of the Listlndex property to the control.

1or Assignsthe value from the specified column to the control. Columns are
greater numbered from 1 when using this property (default).

Remarks

When the user chooses arow in amulticolumn ListBox or ComboBox, the
BoundColumn property identifies which item from that row to store as the
value of the control. For example, if each row contains 8 items and
BoundColumn is 3, the system stores the information in the third column of the
currently-selected row as the value of the object.

You can display one set of datato users but store different, associated values for
the object by using the BoundColumn and the TextColumn properties.
TextColumn identifies the column of data displayed in a ComboBox or
ListBox; BoundColumn identifies the column of associated data val ues stored




for the control. For example, you could set up a multicolumn ListBox that
contains the names of holidaysin one column and dates for the holidaysin a
second column. To present the holiday names to users, specify the first column
as the TextColumn. To store the dates of the holidays, specify the second
column as the BoundColumn.

If the control is bound to a data source, the value in the column specified by
BoundColumn is stored in the data source named in the Contr ol Sour ce

property.

The ListIndex value retrieves the number of the selected row. For example, if
you want to know the row of the selected item, set BoundColumn to O to assign
the number of the selected row as the value of the control. Be sureto retrieve a
current value, rather than relying on a previously saved value, if you are
referencing alist whose contents might change.

The Column, List, and ListIndex properties all use zero-based numbering. That
IS, the value of the first item (column or row) is zero; the value of the second
item is one, and so on. This means that if BoundColumn is set to 3, you could
access the value stored in that column using the expression Column(2).
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Cancel Property

Returns or sets a value indicating whether a CommandButton is the Cancel
button on aform.

Syntax
object.Cancel [= Boolean]

The Cancel property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the object is the Cancel button.

Settings
The settings for Boolean are:

Value Description
True The CommandButton isthe Cancel button.
False The CommandButton is not the Cancel button (default).

Remarks

A CommandButton or an object that acts like a command button can be
designated as the default command button. For OLE container controls, the
Cancel property is provided only for those objects that specifically behave as
command buttons.

Only one CommandButton on aform can be the Cancel button. Setting Cancel
to True for one command button automatically setsit to False for all other
objects on the form. When a CommandButton's Cancel property is set to True
and the form is the active form, the user can choose the command button by
clicking it, pressing ESC, or pressing ENTER when the button has the focus.



A typical use of Cancel isto give the user the option of canceling uncommitted
changes and returning the form to its previous state.

You should consider making the Cancel button the default button for forms that
support operations that can't be undone (such as delete). To do this, set both
Cancel and the Default property to True.




CanPaste Property

Specifies whether the Clipboard contains data that the object supports.
Syntax
object.CanPaste

The CanPaste property syntax has these parts:

Part Description
object Required. A valid object.

Return Values

The CanPaste property return values are:

Value Description
True The object can receive information pasted from the Clipboard.
False The object cannot receive information pasted from the Clipboard.

Remarks
CanPasteisread-only.

If the Clipboard dataisin aformat that the object does not support, the
CanPaste property is False. For example, if you try to paste a bitmap into an
object that only supports text, CanPaste will be False.




CanRedo Property

I ndicates whether the most recent Undo can be reversed.
Syntax
object.CanRedo

The CanRedo property syntax has these parts:

Part Description
object Required. A valid object.

Return Values

The CanRedo property syntax return values are:

Value Description
True The most recent Undo can be reversed.
False The most recent Undo isirreversible.

Remarks
CanRedo isread-only.

To Redo an action means to reverse an Undo; it does not necessrily mean to
repeat the last user action.




CanUndo Property

| ndicates whether the last user action can be undone.
Syntax
object.CanUndo

The CanUndo property syntax has these parts:

Part Description
object Required. A valid object.

Return Values

The CanUndo property syntax return values are:

Value Description
True The most recent user action can be undone.
False The most recent user action cannot be undone.

Remarks
CanUndo isread-only.

Many user actions can be undone with the Undo command. The CanUndo
property indicates whether the most recent action can be undone.




Caption Property

Descriptive text that appears on an object to identify or describeit.
Syntax

object.Caption [= String]

The Caption property syntax has these parts:

Part Description
object Required. A valid object.

Srin Optional. A string expression that evaluates to the text displayed as the
g caption.

Settings

The default setting for a control is a unique name based on the type of control.
For example, CommandButtonl is the default caption for the first command
button in aform.

Remarks

Thetext identifies or describes the object with which it is associated. For buttons
and labels, the Caption 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
Explorer object, it specifies the text that appearsin the explorerstitle bar.

If a control's caption is too long, the caption istruncated. If aform's caption is
too long for the title bar, thetitle is displayed with an ellipsis.

The ForeCoalor property of the control determines the color of the text in the
caption.

Tip If acontrol has both the Caption and AutoSize properties, setting AutoSize
to True automatically adjusts the size of the control to frame the entire caption.
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ClientHeight, ClientL eft, ClientTop,
ClientWidth Properties

Define the dimensions and location of the display area of a TabStrip.
Syntax

object.ClientHeight [ =Singl€]

object.ClientL eft [ =Single]

object.ClientTop [ =Sngl€]

object.ClientWidth [ =Single]

The ClientHeight, ClientL eft, ClientTop, and ClientWidth property syntaxes
have these parts:

Part Description

object Required. A valid object.

Optional. For ClientHeight and ClientWidth, specifies the height or
width, in points, of the display area. For ClientL eft and ClientTop,
specifies the distance, in points, from the top or left edge of the
TabStrip's container.

Sngle

Remarks

At run time, ClientL eft, ClientTop, ClientHeight, and ClientWidth
automatically store the coordinates and dimensions of the TabStrip'sinternal
area, which is shared by objectsin the TabStrip.
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Column Property

Specifiesone or moreitemsin aListBox or ComboBox.

Syntax
object.Column( column, row ) [= Variant]

The Column property syntax has these parts:

Part Description
object Required. A valid object.
Optional. An integer with arange from O to one less than the total
number of columns.
Optional. An integer with arange from O to one less than the total
number of rows.

Optional. Specifies asingle value, a column of values, or atwo-
dimensional array to load into a ListBox or ComboBox.

column
row

Variant

Settings

If you specify both the column and row values, Column reads or writes a
specific item.

If you specify only the column value, the Column property reads or writes the
specified column in the current row of the object. For example,
MyListBox.Column (3) reads or writes the third column in MyListBox.

Column returns a Variant from the cursor. When a built-in cursor provides the
value for Variant (such as when using the Addltem method), the valueisa
string. When an external cursor provides the value for Variant, formatting
associated with the datais not included in the Variant.

Remarks

You can use Column to assign the contents of a combo box or list box to another
control, such as atext box. For example, you can set the ControlSour ce



property of atext box to the value in the second column of alist box.

If the user makes no selection when you refer to a column in acombo box or list
box, the Column setting is Null. You can check for this condition by using the
I sNull function.

You can also use Column to copy an entire two-dimensional array of valuesto a
control. This syntax lets you quickly load alist of choices rather than
individually loading each element of the list using Addltem.

Note When copying datafrom atwo-dimensional array, Column transposes the
contents of the array in the control so that the contents of ListBox1.Column(X,
Y) isthe same as MyArray(Y, X). You can also use List to copy an array without
transposing it.
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ColumnCount Property

Specifies the number of columnsto display in alist box or combo box.

Syntax
object.ColumnCount [= Long]

The ColumnCount property syntax has these parts:

Part Description
object Required. A valid object.
Long Optional. Specifies the number of columnsto display.

Remarks

If you set the ColumnCount property for alist box to 3 on an employee form,
one column can list last names, another can list first names, and the third can list
employee ID numbers.

Setting ColumnCount to O displays zero columns, and setting it to -1 displays
all the available columns. For an unbound data source, there is a 10-column limit

(0to 9).

You can use the ColumnWidths property to set the width of the columns
displayed in the control.




ColumnHeads Property

Displays asingle row of column headings for list boxes, combo boxes, and
objects that accept column headings.

Syntax
object.ColumnHeads [= Boolean]

The ColumnHeads property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Specifies whether the column headings are displayed.

Settings
The settings for Boolean are:

Value Description
True Display column headings.
False Do not display column headings (default).

Headings in combo boxes appear only when the list drops down.
Remarks

When the system uses the first row of data items as column headings, they can't
be sel ected.
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ColumnWidths Property

Specifies the width of each column in a multicolumn ComboBox or ListBox.

Syntax
object.ColumnWidths [= String]

The ColumnWidths property syntax has these parts:

Part Description
object Required. A valid object.
Optional. Sets the column width in points. A setting of | 1 or blank results
in a calculated width. A width of O hides a column. To specify a different

unit of measurement, include the unit of measure. A value greater than 0
explicitly specifies the width of the column.

Siring

Settings

To separate column entries, use semicolons (;) as list separators. Or use the list
separator specified in the Regional Settings section of the Windows Control
Panel.

Any or al of the ColumnWidths property settings can be blank. You create a
blank setting by typing alist separator without a preceding value.

If you specify a| 1 inthe property page, the displayed value in the property page
Isablank.

To calculate column widths when ColumnWidthsis blank or| 1, the width of
the control is divided equally among all columns of thelist. If the sum of the
specified column widths exceeds the width of the control, the list is left-aligned
within the control and one or more of the rightmost columns are not displayed.
Users can scroll the list using the horizontal scroll bar to display the rightmost
columns.

The minimum calculated column width is 72 paints (1 inch). To produce



columns narrower than this, you must specify the width explicitly.

Unless specified otherwise, column widths are measured in points. To specify

another unit of measure, include the units as part of the values. The following

examples specify column widths in several units of measure and describe how
the various settings would fit in athree-column list box that is 4 inches wide.

Setting Effect
90:72:90 The first column is 90 points (1.25 inch); the second column is 72
77 points (1 inch); the third column is 90 points.

6 cm0:6 The first column iIS6 (_:entimeters; the second column is hidden; _the

om "=~ third column is 6 centimeters. Because part of the third column is
visible, ahorizontal scroll bar appears.

ilrfO'Z 5 Thefirst column IS ;.5 inches, the second column is hidden, and the

in, '™ third column is 2.5 inches.

22 The fi.rst column js 2 jnches, the second column is 1 inch (default), _and

in "~ thethird columnis 2 inches. Because only half of the third columnis

visible, ahorizontal scroll bar appears.
(Blank) All three columns are the same width (1.33 inches).

Remarks

In a ComboBox, the system displays the column designated by the TextColumn
property in the text box portion of the control. Setting TextColumn to| 1
displays the first column that has a ColumnWidths value greater than O.
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ControlTipText Property

Specifies text that appears when the user briefly holds the mouse pointer over a
control without clicking.

Syntax
object.Control TipText [= String]

The Control TipText property syntax has these parts:

Part Description

object Required. A valid object.
Srin Optional. The text that appears when the user holds the mouse pointer
9 over acontral.

Remarks

The ControlTipText property lets you give users tips about a control in a
running form. The property can be set during design time but only appears by
the control during run time.

The default value of Control TipText isan empty string. When the value of
Control TipText is set to an empty string, no tip is available for that control.
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Count Property

Returns the number of objectsin a collection.
Syntax
object.Count

The Count property syntax has these parts:

Part Description
object Required. A valid object.

Remarks
The Count property isread only.

Note 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 example, if a M ultiPage
contains two pages, the indexes of the pages are 0 and 1, and the value of Count
Is2.




CurLine Property

Specifies the current line of a control.

Syntax

object.CurLine[=Long]

The CurLine property syntax has these parts:

Part Description
object Required. A valid object.
Long Optional. Specifies the current line of a control.

Remarks

The current line of acontrol isthe line that contains the insertion point. The
number of thefirst lineisO.

The CurLine property is valid when the control has focus.
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CurTargetX Property

Retrieves the preferred horizontal position of the insertion point in a multiline
TextBox or ComboBox.

Syntax
object.Cur Tar getX

The CurTargetX property syntax has these parts:

Part Description
object Required. A valid object.

Return Values

The Cur TargetX property retrieves the preferred position, measured in himetric
units. A himetric is 0.0001 meter.

Remarks

The target position isrelative to the left edge of the control. If the length of aline
isless than the value of the Cur TargetX property, you can place the insertion
point at the end of the line. The value of Cur TargetX changes when the user

sets the insertion point or when the Cur X property is set. Cur TargetX isread-
only.

The return value is valid when the object has focus

You can use Cur TargetX and Cur X to move the insertion point as the user
scrolls through the contents of a multiline TextBox or ComboBox. When the
user moves the insertion point to another line of text by scrolling the content of
the object, CurTargetX specifies the preferred position for the insertion point.
Cur X isset to thisvalueif the line of text islonger than the value of
CurTargetX. Otherwise, Cur X is set to the end of the line of text.
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Cur X Property

Specifies the current horizontal position of the insertion point in a multiline
TextBox or ComboBox.

Syntax
object.Cur X [= Long]

The Cur X property syntax has these parts:

Part Description
object Required. A valid object.

Lon Optional. Indicates the current position, measured in himetrics. A
9 himetric is 0.0001 meter.

Remarks

The Cur X property appliesto amultiline TextBox or ComboBox. The return
valueis valid when the object has the focus

You can use Cur TargetX and Cur X to position the insertion point as the user
scrolls through the contents of a multiline TextBox or ComboBox. When the
user moves the insertion point to another line of text by scrolling the content of
the object, Cur TargetX specifies the preferred position for the insertion point.
CurX isset to thisvalueif the line of text islonger than the value of
CurTargetX. Otherwise, Cur X is set to the end of the line of text.
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Cycle Property

Specifies the action to take when the user leaves the last control on a Frame or
Page.

Syntax
object.Cycle [=Cycle]
The Cycle property syntax has these parts:

Part Description
object Required. A valid object.
Cydle Opti ona!. Specifies whether cycling includes controls nested in a Frame
or MultiPage.

Settings
The settings for Cycle are:

Value Description

Cycles through the controls on the form and the controls of the Frame

and M ultiPage controls that are currently displayed on the form.

Cycles through the controls on the form, Frame, or M ultiPage. The

2 focus stays within the form, Frame, or M ultiPage until the focusis
explicitly set to acontrol outside the form, Frame, or M ultiPage.

0

If you specify anon-integer value for Cycle, the value is rounded up to the
nearest integer.

Remarks

The tab order identifies the order in which controls receive the focus as the user
tabs through a form or subform. The Cycle property determines the action to
take when a user tabs from the last control in the tab order.



The 0 setting transfers the focus to the first control of the next Frame or
M ultiPage on the form when the user tabs from the last control in the tab order.

The 2 setting transfers the focus to the first control of the same form, Frame, or
M ultiPage when the user tabs from the last control in the tab order.
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Default Property

Designates the default CommandButton on aform.

Syntax
object.Default [= Boolean]

The Default property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the command button is the defaullt.

Settings
The settings for Boolean are:

Value Description
True The CommandButton isthe default button.
False The CommandButton is not the default button (default).

Remarks

A CommandButton or an object that acts like a command button can be
designated as the default command button. Only one object on aform can be the
default command button. Setting the Default property to True for one object
automatically setsit to False for all other objects on the form.

To choose the default command button on an active form, the user can click the
button, or press ENTER when no other CommandButton has the focus.

Default is provided for OLE container contrals that specifically act like
CommandButton controls.

Tip You should consider making the Cancel button the default button for forms



that support operations that can't be undone (such as delete). To do this, set both
Default and the Cancel property to True.




Delay Property

Specifies the delay on a SpinButton or ScrollBar .

Syntax
object.Delay [= Long]

The Delay property syntax has these parts:

Part Description
object Required. A valid object.
Long Optional. The delay, in milliseconds, between events.

Remarks

The Delay property affects the amount of time between consecutive SpinUp,
SpinDown, and Change events generated when the user clicks and holds down a
button on a SpinButton or ScrollBar. The first event occursimmediately. The
delay to the second occurrence of the event is five times the value of the
specified Delay. Thisinitial lag makesit easy to generate a single event rather
than a stream of events.

After theinitia lag, theinterval between eventsis the value specified for Delay.

The default value of Delay is 50 milliseconds. This means the object initiates the
first event after 250 milliseconds (5 times the specified value) and initiates each
subsequent event after 50 milliseconds.




DragBehavior Property

Specifies whether the system enables the drag-and-drop feature for a TextBox or
ComboBox.

Syntax
object.DragBehavior [=DragBehavior]

The DragBehavior property syntax has these parts:

Part Description
obj ect Required. A valid object.
DragBehavior Optional. Specifies whether the drag-and-drop feature is enabled.

Settings
The settings for DragBehavior are:

Value Description
0 Does not allow a drag-and-drop action (default).
1 Allows a drag-and-drop action.

Remarks

If the DragBehavior property is enabled, dragging in atext box or combo box
starts a drag-and-drop operation on the selected text. If DragBehavior is
disabled, dragging in atext box or combo box selects text.

The drop-down portion of a ComboBox does not support drag-and-drop
processes, nor does it support selection of list items within the text.

DragBehavior has no effect on a ComboBox whose Style property is set to 2.

Note You can combine the effects of the Enter FieldBehavior property and
DragBehavior to create alarge number of text box styles.







DropButtonStyle Property

Specifies the symbol displayed on the drop button in a ComboBox.
Syntax
object.DropButtonStyle [=DropButtonStyl €]

The DropButtonStyle property syntax has these parts:

Part Description
obj ect Required. A valid object.
DropButtonStyle Optional. The appearance of the drop button.

Settings
The settings for DropButtonStyle are:

Value Description

0 Displays a plain button, with no symbol.

1 Displays a down arrow (default).

2 Displaysan ellipsis(...).

3 Displays a horizontal line like an underscore character.

Remarks

The recommended setting for showing itemsin alistis 1.
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Enabled Property

Specifies whether a control can receive the focus and respond to user-generated
events.

Syntax
object.Enabled [= Boolean]

The Enabled property syntax has these parts.

Part Description
object Required. A valid object.
Boolean Optional. Whether the object can respond to user-generated events.

Settings
The settings for Boolean are:

Value Description

The control can receive the focus and respond to user-generated events,

and is accessible through code (default).

The user cannot interact with the control by using the mouse, keystrokes,

False accelerators, or hotkeys. The control is generally still accessible through
code.

True

Remarks

Use the Enabled property to enable and disable controls. A disabled control
appears dimmed, while an enabled control does not. Also, if acontrol displays a
bitmap, the bitmap is dimmed whenever the control is dimmed. If Enabled is
False for an Image, the control does not initiate events but does not appear
dimmed.

The Enabled and L ocked properties work together to achieve the following



effects:

¢ |f Enabled and L ocked are both True, the control can receive focus and
appears normally (not dimmed) in the form. The user can copy, but not edit,
datain the control.

e |f Enabled is True and L ocked is False, the control can receive focus and
appears normally in the form. The user can copy and edit data in the
control.

o |f Enabled isFalse and L ocked is True, the control cannot receive focus
and is dimmed in the form. The user can neither copy nor edit data in the
control.

o |f Enabled and L ocked are both False, the control cannot receive focus
and is dimmed in the form. The user can neither copy nor edit data in the
control.

You can combine the settings of the Enabled and the TabStop propertiesto
prevent the user from selecting a command button with TAB, while still allowing
the user to click the button. Setting TabStop to False means that the command
button won't appear in the tab order. However, if Enabled is True, then the user
can still click the command button, as long as TakeFocusOnClick is set to
True.

When 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 isdisabled, 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 aFrameisdisabled, all controlsthat it contains are disabled.

Clicking adisabled ListBox does not initiate the Click event.
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Enter FieldBehavior Property

Specifies the selection behavior when entering a TextBox or ComboBox.

Syntax
object.Enter FieldBehavior [=EnterFieldBehavior]

The Enter FieldBehavior property syntax has these parts:

Part Description
obj ect Required. A valid object.
Enter FieldBehavior Optional. The desired selection behavior.

Settings
The settings for Enter FieldBehavior are:

Value Description

0 Selects the entire contents of the edit region when entering the control
(default).

L eaves the selection unchanged. Visually, this uses the selection that was

1 in effect the last time the control was active.

Remarks

The Enter FieldBehavior property controls the way text is selected when the
user tabs to the control, not when the control receives focus as aresult of the
SetFocus method. Following SetFocus, the contents of the control are not
selected and the insertion point appears after the last character in the control's
edit region.

Note You can combine the effects of the Enter FieldBehavior property and
DragBehavior to create alarge number of text box styles.
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EnterKeyBehavior Property

Defines the effect of pressing ENTER in a TextBox.
Syntax
object.Enter KeyBehavior [= Boolean]

The Enter KeyBehavior property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Specifies the effect of pressing ENTER.

Settings
The settings for Boolean are:

Value Description
True Pressing ENTER creates anew line.

Pressing ENTER moves the focus to the next object in the tab order

False Jefault).

Remarks

The Enter KeyBehavior and M ultiLine properties are closely related. The
values described above only apply if MultiLineis True. If MultiLineis False,
pressing ENTER always moves the focus to the next control in the tab order
regardless of the value of Enter KeyBehavior.

The effect of pressing CTRL+ENTER also depends on the value of MultiLine.
If MultiLineis True, pressing CTRL+ENTER creates a new line regardless of
the value of Enter KeyBehavior. If MultiLineis False, pressing
CTRL+ENTER has no effect.
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ForeColor Property

Specifies the foreground color of an object.

Syntax
object.ForeColor [= Long]

The ForeColor property syntax has these parts:

Part Description
object Required. A valid object.

Long Optional. A value or constant that determines the foreground color of an
object.

Settings

You can use any integer that represents avalid color. You can aso specify a
color by using the RGB function with red, green, and blue color components.
The value of each color component is an integer that ranges from zero to 255.
For example, you can specify teal blue as the integer value 4966415 or asred,
green, and blue color components 15, 200, 75, as shown in the following
example.

RGB( 15, 200, 75)

Remarks

Use the ForeColor property for controls on forms to make them easy to read or
to convey a special meaning. For example, if atext box reports the number of
unitsin stock, you can change the color of the text when the value falls bel ow
the reorder level.

For aScrallBar or SpinButton, ForeColor sets the color of the arrows. For a
Frame, ForeColor changesthe color of the caption. For a Font object,
ForeColor determinesthe color of the text.
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GroupName Property

Creates a group of mutually exclusive OptionButton controls.

Syntax
object.GroupName [= Sring]

The GroupName property syntax has these parts:

Part Description
object Required. A valid OptionButton.
Optional. The name of the group that includes the OptionButton. Use

Sring the same setting for all buttonsin the group. The default setting is an
empty string.

Remarks

To create agroup of mutually exclusive OptionButton controls, you can put the
buttons in a Frame on your form, or you can use the GroupName property.
GroupName is more efficient for the following reasons:

¢ You do not have to include a Frame for each group. By not using a Frame,
you reduce the number of controls on the form, and in turn, improve
performance and reduce the size of the form.

¢ You have more design flexibility. If you use a Frame to create the group,
all the buttons must be inside the Frame. If you want more than one group,
you must have one Frame for each group. However, if you use
GroupName to create the group, the group can include option buttons
anywhere on the form. If you want more than one group, specify a unique
name for each group; you can still place the individual controls anywhere
on the form.

¢ You can create buttons with transparent backgrounds, which can improve
the visual appearance of your form. The Frame is not a transparent control.

Regardless of which method you use to create the group of buttons, clicking one
button in agroup sets all other buttons in the same group to False. All option



buttons with the same GroupName within a single container are mutually
exclusive. You can use the same group name in two containers, but doing so
creates two groups (one in each container) rather than one group that includes
both containers.

For example, assume your form includes some option buttons and a M ultiPage
that aso includes option buttons. The option buttons on the M ultiPage are one
group and the buttons on the form are another group. The two groups do not
affect each other. Changing the setting of a button on the M ultiPage does not
affect the buttons on the form.
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Height, Width Properties

The height or width, in points, of an object.

Syntax

object.Height [= Sngl€]

object. Width [= Sngl€]

The Height and Width property syntaxes have these parts:

Part Description
object Required. A valid object.
Sngle Optional. A numeric expression specifying the dimensions of an object.

Remarks

The Height and Width properties are automatically updated when you move or
size acontrol. If you specify a setting for the L eft or Top property that isless
than zero, that value will be used to calculate the height or width of the control,
but a portion of the control will not be visible on the form.

If you move a control from one part of aform to another, the setting of Height or
Width only changesif you size the control as you move it. The settings of the
control's L eft and Top properties will change to reflect the control's new position
relative to the edges of the form that containsit.

The value assigned to Height or Width must be greater than or equal to zero.
For most systems, the recommended range of valuesisfrom O to +32,767.
Higher values may also work depending on your system configuration.

For most systems, the recommended range of valuesfor Left and Top isfrom
-32,767 to +32,767. Other values may also work depending on your system
configuration. For a ComboBox, values of L eft and Top apply to the text
portion of the control, not to the list portion. When you move or size a control,
its new L eft setting is automatically entered in the property sheet. When you



print aform, the control's horizontal or vertical location is determined by its L eft
or Top setting.




Show All



HideSelection Property

Specifies whether selected text remains highlighted when a control does not
have the focus.

Syntax
object.HideSelection [= Boolean]

The HideSelection property syntax has these parts:

Part Description
object Required. A valid object.

Optional. Whether the selected text remains highlighted even when the

Boolean ¢tral does not have the focus

Settings
The settings for Boolean are:

Value Description
True Selected text is not highlighted unless the control has the focus (default).
False Selected text always appears highlighted.

Remarks

You can use the HideSelection property to maintain highlighted text when
another form or a dialog box receives the focus, such asin a spell-checking
procedure.
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|M EMode Property

The feature or some of the options described in this Help topic are only available
if support for Japanese, Simplified Chinese, Traditional Chinese, or Korean is
enabled through Microsoft Office Language Settings.

Specifies the default run-time mode of the Input Method Editor (IME) for a
control. This property applies only to applications written for Asian languages
and isignored in other applications.

Syntax
object.| MEM ode [= fmIMEMode]

The IMEM ode property syntax has these parts:

Part Description
object Required. A valid object.
fmMEMode Optional. The mode of the Input Method Editor (IME).

Settings
The settings for fmMEMode are:

Value Description

Does not control IME (default).

IME on.

IME off. English mode.

IME off. User can+ turn on IME by keyboard.
IME on with Full-width Hiragana mode.

IME on with Full-width Katakana mode.

IME on with Half-width Katakana mode.
IME on with Full-width Alphanumeric mode.
IME on with Half-width Alphanumeric mode.
IME on with Full-width Hangul mode.

O© 0o ~NO Ol ~hWDNPEFO



10  IME on with Half-width Hangul mode.

A setting of 0 indicates that the mode of the IME does not change when the
control receives focus at run time. For any other value, the mode of the IME is
set to the value specified by the | M EM ode property when the control receives
focus at run time.




Index Property

The position of a Tab object within a Tabs collection or a Page object in a
Pages collection.

Syntax
object.I ndex [= Integer]
The Index property syntax has these parts:

Part Description
object Required. A valid object.
Integer Optional. The index of the currently selected Tab object.

Remarks

The Index property specifies the order in which tabs appear. Changing the value
of Index visually changes the order of Pagesin aMultiPage or Tabson a
TabStrip. Theindex value for the first page or tab is zero, the index value of the
second page or tab is one, and so on.

In aMultiPage, Index refersto a Page as well asthe page's Tab. InaTabStrip,
| ndex refersto the tab only.
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InsideHeight, InsideWidth Properties

| nsideHeight returns the height, in points, of the client region inside a Frame.
| nsideWidth returns the width, in points, of the client region inside a Frame.

Syntax
object.InsideHeight
object.InsideWidth

The InsideHeight and InsideWidth property syntaxes have these parts:

Part Description
object Required. A valid object.

Remarks

The InsideHeight and I nsideWidth properties are read-only.




IntegralHeight Property

Indicates whether aListBox or TextBox displays full lines of text in alist or
partial lines.

Syntax
object.I ntegralHeight [= Boolean]

The IntegralHeight property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the list displays partial lines of text.

Settings
The settings for Boolean are:

Value Description
True Thelist resizesitsalf to display only complete items (default).

The list does not resize itself even if theitemistoo tall to display

False completely.

Remarks

The IntegralHeight property relates to the height of thelist, just as the AutoSize
property relates to the width of thelist.

If IntegralHeight is True, the list box automatically resizes when necessary to
show full rows. If False, thelist remains afixed size; if items are taller than the
available space in the list, the entire item is not shown.






KeepScrollBarsVisible Property

Specifies whether scroll bars remain visible when not required.
Syntax
object.K eepScrollBar sVisible [=Scrol | Bar s]

The KeepScrollBarsVisible property syntax has these parts:

Part Description
obj ect Required. A valid object.
ScrollBars Optional. Where scroll bars are displayed.

Settings
The settings for ScrollBars are:

Value Description

0 Displays no scroll bars.

1 Displays a horizontal scroll bar.

2 Displays avertical scroll bar.

3 Displays both a horizontal and a vertical scroll bar (default).

Remarks

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 KeegpScrollBarsVisible
property determines whether the scroll bars remain visible when they are not
required.

If the scroll bars are visible when they are not required, they appear normal in
size, and the scroll box fills the entire width or height of the scroll bar.

If the KeepScrollBarsVisible property is True, any scroll bar on aform or page



Isaways visible, regardless of whether the object's contents fit within the
object's borders.




L argeChange Property

Specifies the amount of movement that occurs when the user clicks between the
scroll box and scroll arrow.

Syntax
object.L argeChange [= Long]

The LargeChange property syntax has these parts:

Part Description
object Required. A valid object.
Optional. An integer that specifies the amount of change to the Value

ong property.
Remarks

The L argeChange property applies only to the ScrollBar . It does not apply to
the scrollbars in other controls such as a TextBox or a drop-down ComboBox.

The value of L argeChange is the amount by which the ScrollBar's Value
property changes when the user clicks the area between the scroll box and scroll
arrow. The direction of the movement is always toward the place where the user
clicks. For example, in ahorizontal ScrollBar, clicking to the left of the scroll
box moves the scroll box to the left. In avertical ScrollBar, clicking above the
scroll box moves the scroll box up.

L ar geChange does not have units. Any integer isavalid setting for

L argeChange. The recommended range of valuesisfrom| 32,767 to +32,767,
and the value must be between the values of the Max and Min properties of the
ScrollBar.
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L eft, Top Properties

The distance between a control and the left or top edge of the form that contains
it.

Syntax

object.L eft [= Sngle]

object.Top [= Sngle]

The L eft and Top property syntaxes have these parts:

Part Description
object Required. A valid object.
Sngle Optional. A numeric expression specifying the coordinates of an object.

Settings

Setting the L eft or Top property to O places the control's edge at the left or top
edge of its container.

Remarks

For most systems, the recommended range of values for L eft and Top isfrom
-32,767 to +32,767. Other values may also work depending on your system
configuration. For a ComboBox, values of L eft and Top apply to the text
portion of the control, not to the list portion. When you move or size a control,
its new L eft setting is automatically entered in the property sheet. When you
print aform, the control's horizontal or vertical location is determined by its L eft
or Top setting.

The Height and Width properties are automatically updated when you move or
size acontrol. If you specify a setting for the L eft or Top property that isless
than zero, that value will be used to calculate the height or width of the control,
but a portion of the control will not be visible on the form.



If you move a control from one part of aform to another, the setting of Height or
Width only changesif you size the control as you move it. The settings of the
control's L eft and Top properties will change to reflect the control's new position
relative to the edges of the form that containsit.

The value assigned to Height or Width must be greater than or equal to zero.
For most systems, the recommended range of valuesisfrom O to +32,767.
Higher values may also work depending on your system configuration.




LineCount Property

Returns the number of text linesin a TextBox or ComboBox.

Syntax
object.LineCount

The LineCount property syntax has these parts:

Part Description
object Required. A valid object.

Remarks
The LineCount property is read-only.

Note A ComboBox will only have oneline.
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List Property

Returns or setsthelist entries of aListBox or ComboBox.

Syntax
object.List( row, column ) [= Variant]
The List property syntax has these parts:

Part Description
object Required. A valid object.
Required. An integer with arange from 0O to one less than the number of
entriesin thelist.
Required. An integer with arange from 0 to one less than the number of
columns.
Optional. The contents of the specified entry in the ListBox or
ComboBox.

row
column

Variant

Settings

Row and column numbering begins with zero. That is, the row number of the
first row in thelist is zero; the column number of the first column is zero. The
number of the second row or columnis 1, and so on.

Remarks

The List property works with the ListCount and Listlndex properties. Use List
to access list items. A listisavariant array; each itemin thelist hasarow
number and a column number.

Initially, ComboBox and ListBox contain empty lists.

Note To specify items you want to display in a ComboBox or ListBox, use the
Addltem method. To remove items, use the Removel tem method.

Use List to copy an entire two-dimensional array of values to a control. Use



Addltem to load a one-dimensional array or to load an individual element.




ListCount Property

Returns the number of list entriesin a control.

Syntax
object.ListCount

The ListCount property syntax has these parts:

Part Description
object Required. A valid object.

Remarks

The ListCount property isread-only. ListCount is the number of rows over
which you can scroll. ListCount is always one greater than the largest value for
the ListIndex property, because index numbers begin with 0 and the count of
items beginswith 1. If noitemisselected, ListCount isO and Listindex is| 1.
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Listlndex Property

|dentifies the currently selected item in aListBox or ComboBox.

Syntax
object.ListIndex [= Variant]

The ListIndex property syntax has these parts:

Part Description
object Required. A valid object.
Variant Optional. The currently selected item in the control.

Remarks

The ListIndex property contains an index of the selected row in alist. Values of
ListIndex range from| 1 to one less than the total number of rowsin alist (that
Is, ListCount | 1). When no rows are selected, Listlndex returns| 1. When the
user selectsarow inaListBox or ComboBox, the system setsthe Listlndex
value. The ListIndex value of the first row in alist is 0, the value of the second
row is 1, and so on.

Note If you use the MultiSelect property to create aListBox that allows
multiple selections, the Selected property of the ListBox (rather than the
Listlndex property) identifies the selected rows. The Selected property isan
array with the same number of values as the number of rowsin the ListBox. For
each row in thelist box, Selected is Trueif therow is selected and Falseif itis
not. InaListBox that allows multiple selections, ListI ndex returns the index of
the row that has focus, regardless of whether that row is currently selected.

The ListIndex value is also available by setting the BoundColumn property to
0 for acombo box or list box. If BoundColumn is 0, the underlying data source
to which the combo box or list box is bound contains the same list index value as

Listlndex.







ListRows Property

Specifies the maximum number of rows to display in thelist.

Syntax
object.ListRows [= Long]
The ListRows property syntax has these parts:

Part Description
object Required. A valid object.
Optional. An integer indicating the maximum number of rows. The

Long default value is 8.

Remarks

If the number of itemsin the list exceeds the value of the ListRows property, a
scroll bar appears at the right edge of the list-box portion of the combo box.




ListStyle Property

Specifies the visual appearance of thelist in aListBox or ComboBox.
Syntax

object.ListStyle [=ListStyl€]

The ListStyle property syntax has these parts:

Part Description
object Required. A valid object.
ListStyle Optional. The visual style of thelist.

Settings
The settings for ListStyle are:

Value Description
0 Looks like aregular list box, with the background of items highlighted.

Shows option buttons, or check boxes for a multi-select list (default).
When the user selects an item from the group, the option button

1 associated with that item is selected and the option buttons for the other
items in the group are deselected.
Remarks

The ListStyle property lets you change the visual presentation of aListBox or
ComboBox. By specifying a setting other than O, you can present the contents of
either control as a group of individual items, with each item including a visual
cue to indicate whether 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 multi-select,
the user can press two or more buttons in the group.






ListWidth Property

Specifies the width of the list in a ComboBox.

Syntax
object.ListWidth [= Variant]
The ListWidth property syntax has these parts:

Part Description

object Required. A valid object.
Optional. The width of thelist. A value of zero makesthelist aswide as
Variant the ComboBox. The default value is to make the list as wide as the text
portion of the control.

Remarks

If you want to display a multicolumn list, enter avalue that will make the list
box wide enough to fit all the columns.

Tip When designing combo boxes, be sure to leave enough space to display your
data and for avertical scroll bar.
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L ocked Property

Specifies whether a control can be edited.
Syntax
object.L ocked [= Boolean]

The L ocked property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the control can be edited.

Settings
The settings for Boolean are:

Value Description
True You can't edit the value.
False You can edit the value (default).

Remarks

When a control islocked and enabled, it can still initiate events and can still
receive the focus.

The Enabled and L ocked properties work together to achieve the following
effects:

e |f Enabled and L ocked are both True, the control can receive focus and
appears normally (not dimmed) in the form. The user can copy, but not edit,
datain the control.

e |f Enabled isTrue and L ocked is False, the control can receive focus and
appears normally in the form. The user can copy and edit datain the



control.

If Enabled is False and Locked is True, the control cannot receive focus
and is dimmed in the form. The user can neither copy nor edit data in the
control.

If Enabled and L ocked are both False, the control cannot receive focus
and is dimmed in the form. The user can neither copy nor edit data in the
control.
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MatchEntry Property

Returns or sets avalue indicating how aListBox or ComboBox searchesits list
as the user types.

Syntax
object.M atchEntry [=MatchEntry]

The MatchEntry property syntax has these parts:

Part Description
obj ect Required. A valid object.
MatchEntry Optional. The rule used to match entriesin the list.

Settings
The settings for MatchEntry are:

Value Description

Basic matching. The control searches for the next entry that starts with
0 the character entered. Repeatedly typing the same letter cycles through
all entries beginning with that |etter.

Extended matching. As each character is typed, the control searches for
an entry matching all characters entered (default).

2 No matching.

Remarks

The MatchEntry property searches entries from the TextColumn property of a
ListBox or ComboBox.

The control searches the column identified by TextColumn for an entry that
matches the user's typed entry. Upon finding a match, the row containing the
match is selected, the contents of the column are displayed, and the contents of



its BoundColumn property become the value of the control. If the match is
unambiguous, finding the match initiates the Click event.

The control initiates the Click event as soon as the user types a sequence of
characters that match exactly one entry in the list. Asthe user types, the entry is
compared with the current row in the list and with the next row in the list. When
the entry matches only the current row, the match is unambiguous.

In Microsoft Forms, thisis true regardless of whether the list is sorted. This
means the control finds the first occurrence that matches the entry, based on the
order of itemsin the list. For example, entering either "abc" or "bc" will initiate
the Click event for the following list:

abcde
bcdef
abcxyz
bchi j

Note that in either case, the matched entry is not unique; however, it is
sufficiently different from the adjacent entry that the control interprets the match
as unambiguous and initiates the Click event.




MatchFound Property

Indicates whether the text that a user has typed into a ComboBox matches any
of the entriesin the list.

Syntax
object.M atchFound

The MatchFound property syntax has these parts:

Part Description
object Required. A valid object.

Return Values

The MatchFound property return values are:

Value Description
True The contents of the Value property matches one of the recordsin the list.

The contents of Value does not match any of the recordsin the list

False etault)

Remarks

The MatchFound property is read-only. It is not applicable when the
MatchEntry property is set to 2.




Show All



MatchRequired Property

Specifies whether a value entered in the text portion of a ComboBox must
match an entry in the existing list portion of the control. The user can enter non-
matching values, but may not leave the control until a matching value is entered.

Syntax
object.M atchRequired [= Boolean]

The MatchRequired property syntax has these parts:

Part Description
object Required. A valid object.

Boolean ﬁ)gtl onal. Whether the text entered must match an existing item in the
Settings
The settings for Boolean are:

Value Description
True Thetext entered must match an existing list entry.
False Thetext entered can be different from all existing list entries (default).

Remarks

If the MatchRequired property is True, the user cannot exit the ComboBox
until the text entered matches an entry in the existing list. MatchRequired
maintains the integrity of the list by requiring the user to select an existing entry.

Note Not all containers enforce this property.






Max, Min Properties

Specify the maximum and minimum acceptable values for the Value property of
aScrollBar or SpinButton.

Syntax
object.Max [= Long]

object.Min [= Long]
The Max and Min property syntaxes have these parts:

Part Description
object Required. A valid object.
L Optional. A numeric expression specifying the maximum or minimum
ong .
Value property setting.

Remarks

Clicking a SpinButton or moving the scroll box in a ScrollBar changes the
Value property of the control.

The value for the M ax property corresponds to the lowest position of avertical
ScrollBar or the rightmost position of a horizontal ScrollBar. The value for the
Min property corresponds to the highest position of avertical ScrollBar or the
leftmost position of a horizontal ScrollBar .

Any integer is an acceptable setting for this property. The recommended range of
valuesisfrom| 32,767 to +32,767. The default valueis 1.

Note Min and Max refer to locations, not to relative values, on the ScrollBar.
That is, the value of Max could be less than the value of Min. If thisisthe case,
moving toward the M ax (bottom) position means decreasing Value; moving
toward the Min (top) position meansincreasing Value.






MaxL ength Property

Specifies the maximum number of characters a user can enter in a TextBox or
ComboBox.

Syntax
object.M axL ength [= Long]
The MaxL ength property syntax has these parts:

Part Description

object Required. A valid object.
Long Optional. An integer indicating the allowable number of characters.

Remarks

Setting the M axL ength property to O indicates there is no limit other than that
created by memory constraints.




M ousel con Property

Assigns a custom icon to an object.
Syntax
object.M ousel con = L oadPicture( pathname )

The Mousel con property syntax has these parts:

Part Description
object  Required. A valid object.
Required. A string expression specifying the path and filename of the

pathnameﬁ le containing the custom icon.

Remarks

The Mousel con property is valid when the M ousePointer property is set to 99.
The mouse icon of an object is the image that appears when the user moves the
mouse across that object.

To assign an image for the mouse pointer, you can either assign a picture to the
M ousel con property or load a picture from afile using the L oadPicture
function.




M ousePointer Property

Specifies the type of pointer displayed when the user positions the mouse over a
particular object.

Syntax
object.M ousePointer [=MousePointer]

The MousePointer property syntax has these parts:

Part Description
obj ect Required. A valid object.
MousePointer Optional. The shape you want for the mouse pointer.

Settings
The settings for MousePointer are:

Value Description
Standard pointer. The image is determined by the object (default).
Arrow.

Cross-hair pointer.

|-beam.

Double arrow pointing northeast and southwest.
Double arrow pointing north and south.

Double arrow pointing northwest and southeast.
Double arrow pointing west and east.

Up arrow.

Hourglass.

"Not" symbol (circle with adiagonal line) on top of the object being
dragged. Indicates an invalid drop target.

Arrow with an hourglass.
Arrow with a question mark.
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15  Sizeadll cursor (arrows pointing north, south, east, and west).
99  Usestheicon specified by the M ousel con property.

Remarks

Use the M ousePointer property when you want to indicate changes in
functionality as the mouse pointer passes over controls on aform. For example,
the hourglass setting (11) is useful to indicate that the user must wait for a

process or operation to finish.

Some icons vary depending on system settings, such as the icons associated with
desktop themes.
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MultiLine Property

Specifies whether a control can accept and display multiple lines of text.
Syntax
object.MultiLine [= Boolean]

The MultiLine property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the control supports more than one line of text.

Settings
The settings for Boolean are:

Value Description
True Thetext isdisplayed across multiple lines (default).
False Thetext isnot displayed across multiple lines.

Remarks

A multiline TextBox allows absolute line breaks and adjusts its quantity of lines

to accommodate the amount of text it holds. If needed, a multiline control can
have vertical scroll bars.

A single-line TextBox doesn't allow absolute line breaks and doesn't use vertical

scroll bars.

For controls that support the MultiLine property as well as the WordWrap
property, WordWrap isignored when MultiLineis False.

Single-line controls ignore the value of the WordWrap property.



Note If you change MultiLineto Falsein amultiline TextBox, all the
charactersin the TextBox will be combined into one line, including non-printing
characters (such as carriage returns and new-lines).

The Enter KeyBehavior and MultiLine properties are closely related. The
Enter KeyBehavior values of True and False only apply if MultiLineis True.
If MultiLineis False, pressing ENTER aways moves the focus to the next
control in the tab order regardless of the value of Enter K eyBehavior.

The effect of pressing CTRL+ENTER aso depends on the value of MultiLine.
If MultiLineis True, pressing CTRL+ENTER creates a new line regardless of
the value of Enter KeyBehavior. If MultiLineis False, pressing
CTRL+ENTER has no effect.

The TabK eyBehavior and M ultiLine properties are closely related. The values
described above only apply if MultiLineis True. If MultiLineis False,
pressing TAB always moves the focus to the next control in the tab order
regardless of the value of TabK eyBehavior.

The effect of pressing CTRL+TAB also depends on the value of MultiLine. If
MultiLineis True, pressing CTRL+TAB creates a new line regardless of the
value of TabK eyBehavior. If MultiLineis False, pressing CTRL+TAB hasno
effect.




MultiRow Property

Specifies whether the control has more than one row of tabs.
Syntax
object.M ultiRow [= Boolean]

The MultiRow property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the control has more than one row of tabs.

Settings
The settings for Boolean are:

Value Description
True Allows more than one row of tabs.
False Restrictstabsto asingle row (default).

Remarks

The width and number of tabs determines the number of rows. Changing the
control's size also changes the number of rows. This alows the developer to
resize the control and ensure that tabs wrap to fit the control. If the M ultiRow
property is False, then truncation occursif the width of the tabs exceeds the
width of the control.

If MultiRow is False and tabs are truncated, there will be a small scroll bar on
the TabStrip to allow scrolling to the other tabs or pages.
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MultiSelect Property

| ndicates whether the object permits multiple selections.
Syntax

object.M ultiSelect [=Multi Select]

The MultiSelect property syntax has these parts:

Part Description
obj ect Required. A valid object.
Multi Select Optional. The selection mode that the control uses.

Settings
The settings for MultiSelect are:

Value Description
0 Only one item can be selected (default).
Pressing the SPACEBAR or clicking selects or deselects an itemin the

L s
Pressing SHIFT and clicking the mouse, or pressing SHIFT and one of

5 the arrow keys, extends the selection from the previously selected item to
the current item. Pressing CTRL and clicking the mouse selects or
deselects an item.

Remarks

When the M ultiSelect property is set to Extended or Smple, you must use the
list box's Selected property to determine the selected items. Also, the Value
property of the control is always Null.

The Listlndex property returns the index of the row with the keyboard focus.
<pP>
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Name Property

Specifies the name of a control or an object, or the name of afont to associate
with a Font object.

Syntax

For Font
Font.Name [= String]

For all other controls and objects
object.Name [= String]

The Name property syntax has these parts:

Part Description
object Required. A valid object.
Sring Optional. The name you want to assign to the font or control.

Settings

Guidelines for assigning a string to Name, such as the maximum length of the
name, vary from one application to another.

Remarks

For objects, the default value of Name consists of the object's class name
followed by an integer. For example, the default name for the first TextBox you
place on aform is TextBox1. The default name for the second TextBox is
TextBox2.

You can set the Name property for a control from the control's property sheet or,
for controls added at run time, by using program statements. If you add a control
at design time, you cannot modify its Name property at run time.

Each control added to aform at design time must have a unique name.



For Font objects, Name identifies a particular typeface to use in the text portion
of acontrol, object, or form. The font's appearance on screen and in print may
differ, depending on your computer and printer. If you select afont that your
system can't display or that isn't installed, Windows substitutes a similar font.




Object Property

Overrides a standard property or method when a new control has a property or
method of the same name.

Syntax
object.Obj ect[.property |.method]
The Object property syntax has these parts:

Part Description

Required. The name of an object you have added to the Microsoft
Forms Toolbox.

Optional. A property that has the same name as a standard Microsoft
Forms property.

Optional. A method that has the same name as a standard Microsoft
Forms method.

object

property

method

Remarks
Object isread-only.

If you add a new control to the Microsoft Forms Toolbox, it is possible that the
added control will have a property or method with the same name as a standard
Microsoft Forms property or method. The Object property lets you use the
property or method from the added control, rather than the standard property or
method.




Orientation Property

Specifies whether the SpinButton or ScrollBar is oriented vertically or
horizontally.

Syntax
object.Orientation [=Orientation]

The Orientation property syntax has these parts:

Part Description
obj ect Required. A valid object.
Orientation Optional. Orientation of the control.

Settings
The settings for Orientation are:

Value Description

Automatically determines the orientation based upon the dimensions of
the control (default).

0 Control isrendered vertically.
1 Control isrendered horizontally.

| 1

Remarks

If you specify automatic orientation, the height and width of the control
determine whether it appears horizontally or vertically. For example, if the
control iswider than it istall, it appears horizontaly; if it istaller than it iswide,
the control appears vertically.
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Parent Property

Returns the name 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 Description
object Required. A valid object.

Remarks
Parent isread-only.

Use the Parent property to access the properties, methods, or controls of an
object's parent.

This property isuseful in an application in which you pass objects as arguments.
For example, you could pass a control variable to ageneral procedurein a
module, and use Parent to accessits parent form.
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PasswordChar Property

Specifies whether placeholder characters are displayed instead of the characters
actually entered in a TextBox.

Syntax
object.PasswordChar [= String]
The PasswordChar property syntax has these parts:

Part Description
object Required. A valid object.
Sring Optional. A string expression specifying the placeholder character.

Remarks

You can use the Passwor dChar property to protect sensitive information, such
as passwords or security codes. The value of PasswordChar isthe character
(usually an asterisk) that appearsin 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 bitmap to display on an object.
Syntax

object.Picture = L oadPicture( pathname)

The Picture property syntax has these parts:

Part Description
object  Required. A valid object.
pathname Required. The full path to a picturefile.

Remarks

You must use the control's property page to assign a bitmap to the Picture
property. You cannot use the L oadPicture function to assign a bitmap to
Picture.

To remove a picture that is assigned to a control, click the value of the Picture
property in the property page and then press DELETE. Pressing BACKSPACE
will not remove the picture.

Note For controlswith captions, use the PicturePosition property to specify
where to display the picture on the object. Use the Pictur eSizeM ode property to
determine how the picture fills the object.

Transparent pictures sometimes have a hazy appearance. If you do not like this
appearance, display the picture on a control that supports opague images. Image

and M ultiPage support opagque images.
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PictureAlignment Property

Specifies the location of a background picture.
Syntax
object.PictureAlignment [=PictureAlignment]

The PictureAlignment property syntax has these parts:

Part Description
object Required. A valid object.
PictureAlignment cc:)opr;[é ;)Or;al. The position where the picture aligns with the

Settings
The settings for PictureAlignment are:

Value Description

The top left corner.

The top right corner.
The center.

The bottom left corner.
The bottom right corner.

A W NPEFO

Remarks

The PictureAlignment property identifies which corner of the pictureisthe
same as the corresponding corner of the control or container where the pictureis
used.

For example, setting PictureAlignment to O means that the top left corner of the
picture coincides with the top left corner of the control or container. Setting
PictureAlignment to 2 positions the picture in the middle, relative to the height



aswell asthe width of the control or container.

If you tile an image on a control or container, the setting of PictureAlignment
affects the tiling pattern. For example, if PictureAlignment is set to O, the first
copy of theimage islaid in the upper left corner of the control or container and
additional copies aretiled from left to right across each row. If
PictureAlignment is 2, the first copy of theimageislaid at the center of the
control or container, additional copies are laid to the left and right to complete
the row, and additional rows are added to fill the control or container.

Note Setting the PictureSizeM ode property to 2 overrides PictureAlignment.
When 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 Description
obj ect Required. A valid object.
PicturePosition Optional. How the picture aligns with its container.

Settings

The settings for PicturePosition are:

Value Description

0 The picture appearsto the left of the caption. The caption is aligned with
the top of the picture.

1 The picture appearsto the left of the caption. The caption is centered

relative to the picture.
The picture appears to the left of the caption. The caption is aligned with

2 the bottom of the picture.

3 The picture appearsto the right of the caption. The caption is aligned
with the top of the picture.

4 The picture appearsto the right of the caption. The caption is centered
relative to the picture.

5 The picture appearsto the right of the caption. The caption is aligned
with the bottom of the picture.

6 The picture appears above the caption. The caption is aligned with the
|eft edge of the picture.

v The picture appears above the caption. The caption is centered below the

picture (default).



The picture appears above the caption. The caption is aligned with the

8
right edge of the picture.

9 The picture appears below the caption. The caption is aligned with the
|eft 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 with 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.

Remarks

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 isignored 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 [=PictureSzeMode]

The PictureSizeM ode property syntax has these parts:

Part Description
obj ect Required. A valid object.

Optional. The action to take if the picture and the form or page

PictureSizeMode that contains it are not the same size.

Settings
The settings for PictureSzeMode are:

Value Description
0 Crops any part of the picture that is larger than the form or page (default).
Stretches the picture to fill the form or page. This setting distorts the

1 picturein either the horizontal or vertical direction.

3 Enlarges the picture, but does not distort the picture in either the
horizontal or vertical direction.

Remarks

The PictureSizeM odeClip setting indicates you want to show the picturein its
original size and scale. If the form or page is smaller than the picture, this setting
only shows the part of the picture that fits within the form or page.

The 1 and 3 settings both enlarge the image, but 1 causes distortion. The 1
setting enlarges the image horizontally and vertically until the image reaches the
corresponding edges of the container or control. The 3 setting enlarges the image




until it reaches either the horizontal or vertical edges of the container or control.
If the image reaches the horizontal edgesfirst, any remaining distance to the
vertical edges remains blank. If it reaches the vertical edgesfirst, any remaining
distance to the horizontal edges remains blank.

Note Setting the PictureSizeM ode property to 2 overrides Pictur eAlignment.
When PictureSizeM ode is set to 2, the picture fills the entire control or
container.




PictureTiling Property

Letsyou tileapicturein aform or page.
Syntax
object.PictureTiling [= Boolean]

The PictureTiling property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether a picture is repeated across a background.

Settings
The settings for Boolean are:

Value Description
True The pictureistiled across the background.
False The pictureis not tiled across the background (default).

Remarks

If apictureissmaller than the form or page that containsit, you can tile the
picture on the form or page.

Thetiling pattern depends on the current setting of the PictureAlignment and
PictureSizeM ode properties. For example, if PictureAlignment isset to O, the
tiling pattern starts at the upper left and repeats the picture across the form or
page and down the height of the form or page. If PictureSizeM odeis set to 0,
the tiling pattern cropsthe last tile if it doesn't completely fit on the form or

page.







Proportional Thumb Property

Specifies whether the size of the scroll box is proportional to the scrolling region
or fixed.

Syntax
object.Proportional Thumb [= Boolean]

The Proportional Thumb property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the scroll box is proportional or fixed.

Settings
The settings for Boolean are:

Value Description
True The scroll box is proportional in size to the scrolling region (default).
False The scroll box isafixed size.

Remarks

The size of a proportional scroll box graphically represents the percentage of the
object that is visible in the window. For example, 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 afixed size, the system determines its size based on the height
and width of the scroll bar.






RowSour ce Property

Specifies the source providing alist for aComboBox or ListBox.

Syntax
object.RowSource [= Sring]
The RowSour ce property syntax has these parts:

Part Description

object Required. A valid object.
Sring Optional. The source of the list for the ComboBox or ListBox.

Remarks

The RowSour ce property accepts worksheet ranges from Microsoft Excel.




ScrollBars Property

Specifies whether a control, form, or page has vertical scroll bars, horizontal
scroll bars, or both.

Syntax
object.ScrollBars[=ScrollBars]

The ScrollBar s property syntax has these parts:

Part Description
obj ect Required. A valid object.
ScrollBars Optional. Where scroll bars should be displayed.

Settings
The settings for ScrollBars are:

Value Description

0 Displays no scroll bars (default).

1 Displays a horizontal scroll bar.

2 Displays avertical scroll bar.

3 Displays both a horizontal and a vertical scroll bar.

Remarks

If the KeepScrollBarsVisible property is True, any scroll bar on aform or page
is always visible, regardless of whether the object's contents fit within the
object's borders.

If visible, ascroll bar constrainsits scroll box to the visible region of the scroll
bar. It also modifies the scroll position as needed to keep the entire scroll bar
visible. The range of a scroll bar changes when the value of the ScrollBars
property changes, the scroll size changes, or the visible size changes.



If ascroll bar is not visible, then you can set its scroll position to any value.
Negative values and values greater than the scroll size are both valid.

For asingle-line control, you can display a horizontal scroll bar by using the
ScrollBars and AutoSize properties. Scroll bars are hidden or displayed
according to the following rules:

1.
2.

When ScrollBarsis set to ScrollBar sNone, no scroll bar is displayed.
When ScrollBarsis set to 1 or 3, the control displays a horizontal scroll bar
iIf the text islonger than the edit region and if the control has enough room
to include the scroll bar underneath its edit region.

When AutoSize is True, the control enlarges itself to accommodate the
addition of ascroll bar unless the control is at or near its maximum size.

For amultiline TextBox, you can display scroll bars by using the ScrollBars,
WordWrap, and AutoSize properties. Scroll bars are hidden or displayed
according to the following rules:

1.
2.

When ScrollBarsis set to 0, no scroll bar is displayed.
When ScrollBarsis set to 2 or 3, the control displays avertical 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.
When WordWrap is True, the multiline control will not display a
horizontal scroll bar. Most multiline controls do not use a horizontal scroll
bar.
A multiline control can display a horizontal scroll bar if the following
conditions occur simultaneously:
o The edit region contains aword that islonger than the edit region's
width.
o The control has enabled horizontal scroll bars.
o The control has enough room to include the scroll bar under the edit
region.
o The WordWrap property is set to False.
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ScrollHeght, ScrollWidth Properties

Specify the height, in points, of the total areathat can be viewed by moving the
scroll bars on the control, form, or page.

Syntax

object.ScrollHeight [= Single]

object.ScrollWidth [= Sngle]

The ScrollHeight and ScrollWidth property syntaxes have these parts:

Part Description
object Required. A valid object.
Sngle Optional. The height or width 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.ScrollLeft [= Sngleg]
object.Scroll Top [= Sngl€]

The ScrollL eft and Scroll Top property syntaxes have these parts:

Part Description
object Required. A valid object.
Sngle Optional. The distance from the edge of the form.

Remarks

The minimum value is zero; the maximum value is the difference between the
value of the ScrollWidth property and the value of the Width property for the
form or page.
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Selected Property

Returns or sets the selection state of itemsin aListBox.
Syntax
object.Selected( index ) [= Boolean]

The Selected property syntax has these parts:

Part Description
object Required. A valid object.

Required. An integer with arange from 0O to one less than the number
of itemsin the list.

Boolean Optional. Whether an item is sel ected.

index

Settings
The settings for Boolean are:

Value Description
True Theitem is selected.
False Theitem is not selected.

Remarks

The Selected property is useful when users can make multiple selections. You
can use this property to determine the selected rows in amulti-select list box.
You can also use this property to select or deselect rowsin alist from code.

The default value of this property is based on the current selection state of the
ListBox.

For single-selection list boxes, the Value or Listlndex properties are
recommended for getting and setting the selection. In this case, Listl ndex




returns the index of the selected item. However, in a multiple selection,
Listlndex returns the index of the row contained within the focus rectangle,
regardless of whether the row is actually selected.

When alist box control's M ultiSelect property is set to None, only one row can
have its Selected property set to True.

Entering avalue that is out of range for the index does not generate an error
message, but does not set a property for any item in the list.




Selectedltem Property

Returns the currently selected Tab or Page object.
Syntax

object.Selectedltem

The Selectedl tem property syntax has these parts:

Part Description
object Required. A valid TabStrip or MultiPage.

Remarks

The Selectedltem property is read-only. Use Selectedl tem to programmatically
control the currently selected Tab or Page object. For example, you can use
Selectedltem to assign values to properties of a Tab or Page object.




SelectionM argin Property

Specifies whether the user can select aline of text by clicking in the region to the
left of the text.

Syntax
object.SelectionM ar gin [= Boolean]

The SelectionM ar gin property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether clicking in the margin selects aline of text.

Settings
The settings for Boolean are:

Value Description
True Clicking in margin causes selection of text (default).
False Clicking in margin does not cause selection of text.

Remarks

When the SelectionM ar gin property is Tr ue, the selection margin occupies a
thin strip along the left edge of a control's edit region. When set to False, the
entire edit region can store text.

If the SelectionM ar gin property is set to True when a control is printed, the
selection margin also prints.
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Sellength Property

The number of characters selected in a TextBox or the text portion of a
ComboBox.

Syntax
object.SelLength [= Long]
The SelL ength property syntax has these parts:

Part Description
object Required. A valid object.

Optional. A numeric expression specifying the number of characters
selected. For SelL ength and SelStart, the valid range of settingsis O to
the total number of charactersin the edit area of a ComboBox or
TextBox.

Long

Remarks

The SelL ength property is always valid, even when the control does not have
focus. Setting SelLength to a value less than zero creates an error. Attempting to
set SelLength to avalue greater than the number of characters availablein a
control resultsin avalue equal to the number of charactersin the control.

Note Changing 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, means that no text is currently selected.
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SelStart Property

Indicates the starting point of selected text, or theinsertion point if no text is
selected.

Syntax
object.SelStart [= Long]

The SelStart property syntax has these parts:

Part Description
object Required. A valid object.

Optional. A numeric expression specifying the starting point of text
selected. For Sellength and SelStart, the valid range of settingsis O to
the total number of charactersin the edit area of a ComboBox or
TextBox. The default valueis zero.

Long

Remarks

The SelStart property is aways valid, even when the control does not have
focus. Setting SelStart to avalue less than zero creates an error. Attempting to
set SelStart to avalue greater than the number of characters availablein a
control resultsin avalue equal to the number of charactersin the control.

Changing 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

Returns or sets the selected text of a control.
Syntax

object.Sel Text [= String]

The SelText property syntax has these parts:

Part Description
object Required. A valid object.
Sring Optional. A string expression containing the selected text.

Remarks

If no characters are selected in the edit region of the control, the Sel Text
property returns a zero length string. This property is valid regardless of whether
the control has the focus.




ShowDropButtonWhen Property

Specifies when to show the drop-down button for a ComboBox.

Syntax
object.ShowDropButtonWhen [=ShowDropButtonWhen]
The ShowDropButtonWhen property syntax has these parts:

Part Description
obj ect Required. A valid object.

Optional. The circumstances under which the drop-down

ShowDropButton\When v will be visible.

Settings
The settings for ShowDropButtonWhen are:

Value Description

0 Do not show the drop-down button under any circumstances.
1 Show the drop-down button when the control has the focus.
2 Always show the drop-down button.

For a ComboBox, the default valueis 2.




SmallChange Property

Specifies the amount of movement that occurs when the user clicks either scroll
arrow inaScrollBar or SpinButton.

Syntax
object.SmallChange [= Long]

The SmallChange property syntax has these parts:

Part Description

object Required. A valid object.
Optional. An integer that specifies the amount of change to the Value

ong property.
Remarks
The SmallChange property does not have units.

Any integer is an acceptable setting for this property. The recommended range of
valuesisfrom| 32,767 to +32,767. The default valueis 1.
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Special Effect Property

Specifies the visual appearance of an object.
Syntax
object.Special Effect [=Special Effect]

The Special Effect property syntax has these parts:

Part Description
obj ect Required. A valid object.

Special Effect Optional. The desired visual appearance of an object other than a
CheckBox, OptionButton, or ToggleButton.

Settings
The settings for Special Effect are:

Value Description

Object appears flat, distinguished from the surrounding form by a border,
0 a change of color, or both. Default for Image and L abel, valid for all
controls.

Object has a highlight on the top and left and a shadow on the bottom and

1 right. Not valid for check boxes or option buttons.
Object has a shadow on the top and left and a highlight on the bottom and

5 right. The control and its border appear to be carved into the form that
contains them. Default for CheckBox and OptionButton, valid for all
controls (default).

3 Border appears to be carved around the edge of the control. Not valid for
check boxes or option buttons.

6 Object has aridge on the bottom and right and appears flat on the top and

left. Not valid for check boxes or option buttons.

For aFrame, the default valueis 2.



Note that only 0 and 2 are acceptable values for CheckBox, OptionButton, and
ToggleButton. All values listed are acceptable for other controls.

Remarks

You can use either the Special Effect or the Bor der Style property to specify the
edging for a control, but not both. If you specify anonzero value for one of these
properties, the system sets the value of the other property to zero. For example,

if you set SpecialEffect to 1, the system sets Bor der Style to 0.

For aFrame, Border Styleisignored if SpecialEffect isO.

Special Effect uses the system colors to define its borders.

Note Although the Special Effect property exists on the ToggleButton, the
property is disabled. You cannot set or return avalue for this property on the
ToggleButton.




Style Property

For ComboBox, 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 [=Styl€]
The Style property syntax has these parts:

Part Description
object Required. A valid object.
Syle Optional. Specifies how a user sets the value of a ComboBox.

Settings
The settings for ComboBox are:

Value Description

The ComboBox behaves as a drop-down combo box. The user can type a
0 value in the edit region or select a value from the drop-down list

(default).

The ComboBox behaves as alist box. The user must choose avalue from

the list.

The settings for M ultiPage and TabStrip are::

Value Description

0 Displays tabs on the tab bar (default).
1 Displays buttons on the tab bar.

2 Does not display the tab bar.
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TabFixedHeight, TabFixedWidth
Properties

Sets or returns the fixed height or width of the tabs in points.

Syntax

object. TabFixedHeight [= Sngl€]

object. TabFixedWidth [= Sngle€]

The TabFixedHeight and TabFixedWidth property syntaxes have these parts:

Part Description
object Required. A valid object.

Optional. The number of points of the height or width of the tabson a

SingleTabStrip or MultiPage.

Settings

If the value is 0, tab widths are automatically adjusted so that each tab iswide
enough to accommodate its contents and each row of tabs spans the width of the
control.

If the value is greater than O, all tabs have an identical width as specified by this
property.

Remarks

The minimum sizeis 4 points.
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Tablndex Property

Specifies the position of asingle object in the form's tab order.
Syntax
object. Tabl ndex [= Integer]

The Tabl ndex property syntax has these parts:

Part Description
object Required. A valid object.
Optional. Aninteger from O to one less than the number of controls on
the form that have a Tabl ndex property. Assigning a Tabl ndex value of
Integer less than O generates an error. If you assign a Tabl ndex value greater
than the largest index value, the system resets the value to the maximum
alowable value.

Remarks

The index value of thefirst object in the tab order is zero.
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TabKeyBehavior Property

Determines whether tabs are alowed in the edit region.
Syntax
object. TabK eyBehavior [= Boolean]

The TabK eyBehavior property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. The effect of pressing TAB.

Settings
The settings for Boolean are:

Value Description
True Pressing TAB inserts atab character in the edit region.

Pressing TAB moves the focus to the next object in the tab order

False Jefault).

Remarks

The TabK eyBehavior and M ultiL ine properties are closely related. The values
described above only apply if MultiLineis True. If MultiLineis False,
pressing TAB always moves the focus to the next control in the tab order
regardless of the value of TabK eyBehavior.

The effect of pressing CTRL+TAB also depends on the value of MultiLine. If
MultiLineis True, pressing CTRL+TAB creates a new line regardless of the
value of TabK eyBehavior. If MultiLineis False, pressing CTRL+TAB hasno
effect.






TabOrientation Property

Specifies the location of the tabs on a M ultiPage or TabStrip.

Syntax
object. TabOrientation [=TabOrientation]

The TabOrientation property syntax has these parts:

Part Description
obj ect Required. A valid object.
TabOrientation Optional. Where the tabs will appear.

Settings
The settings for TabOrientation are:

Value Description

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.

Remarks

If you use TrueType fonts, the text rotates when the TabOrientation property is
set to 2 or 3. If you use bitmapped fonts, the text does not rotate.
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TabStop Property

Indicates whether an object can receive focus when the user tabs to it.
Syntax
object.TabStop [= Boolean]

The TabStop property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the object is atab stop.

Settings
The settings for Boolean are:

Value Description
True Designatesthe object as atab stop (default).

Bypasses the object when the user is tabbing, although the object still
False holdsits place in the actual tab order, as determined by the Tabl ndex

property.

Remarks

You can combine the settings of the Enabled and the TabStop propertiesto

prevent the user from selecting a command button with TAB, while still allowing

the user to click the button. Setting TabStop to False means that the command

button won't appear in the tab order. However, if Enabled is True, then the user

can still click the command button, as long as TakeFocusOnClick is set to
True.

When 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 isdisabled, 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 information about an object.
Syntax

object.Tag [= String]

The Tag property syntax has these parts:

Part Description
object Required. A valid object.

i Optional. A string expression identifying the object. The default is a zero-
ring .

length string ("").
Remarks

Use the Tag property to assign an identification string to an object without
affecting other property settings or attributes.

For example, you can use Tag to check the identity of aform or control that is
passed as a variable to a procedure.
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TakeFocusOnClick Property

Specifies whether a control takes the focus when clicked.
Syntax
object. TakeFocusOnClick [= Boolean]

The TakeFocusOnClick property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Specifies whether a control takes the focus when clicked.

Settings
The settings for Boolean are:

Value Description
True The button takes the focus when clicked (default).
False The button does not take the focus when clicked.

Remarks

The TakeFocusOnClick property defines only what happens when the user
clicksacontrol. If the user tabs to the control, the control takes the focus
regardless of the value of TakeFocusOnClick.

Use this property to complete actions that affect a control without requiring that
control to give up focus. For example, assume your form includes a TextBox and
a CommandButton that checks for correct spelling of text. You would like to be
able to select text in the TextBox, then click the CommandButton and run the
spelling checker without taking focus away from the TextBox. You can do this
by setting the TakeFocusOnClick property of the CommandButton to False.







Text Property

Returns or sets the text in a TextBox. Changes the selected row in a ComboBox
or ListBox.

Syntax
object. Text [= String]
The Text property syntax has these parts:

Part Description
object Required. A valid object.
i Optional. A string expression specifying text. The default value is a zero-
ring .
length string ("").

Remarks

For a TextBox, any value you assign to the Text property is also assigned to the
Value property.

For aComboBox, you can use Text to update the value of the contral. If the
value of Text matches an existing list entry, the value of the Listlndex property
(the index of the current row) is set to the row that matches Text. If the value of
Text does not match arow, Listindex isset to| 1.

For aListBox, the value of Text must match an existing list entry. Specifying a
value that does not match an existing list entry causes an error.

When the Text property of a ComboBox changes (such as when a user types an
entry into the control), the new text is compared to the column of data specified
by TextColumn.

You cannot use Text to change the value of an entry in a ComboBox or ListBox;
use the Column or List property for this purpose.

The ForeCoalor property determines the color of the text.






TextAlign Property

Specifies how text isaligned in a control.
Syntax

object. TextAlign [=TextAlign]

The TextAlign property syntax has these parts:

Part Description
object  Required. A valid object.
TextAlign Optional. How text is aligned in the control.

Settings
The settings for TextAlign are:

Value Description

Alignsthefirst character of displayed text with the left edge of the
control's display or edit area (default).

2 Centers the text in the control's display or edit area.

3 Alignsthelast character of displayed text with the right edge of the
control's display or edit area.

1

Remarks

For a ComboBox, the TextAlign property only affects the edit region; this
property has no effect on the alignment of text in the list. For stand-alone labels,
TextAlign determines the alignment of the label's caption.






TextColumn Property

|dentifies the column in a ComboBox or ListBox to display to the user.

Syntax
object. TextColumn [= Variant]

The TextColumn property syntax has these parts:

Part Description
object Required. A valid object.
Variant Optional. The column to be displayed.

Settings

Values for the TextColumn property range from| 1 to the number of columnsin
thelist. The TextColumn value for the first column is 1, the value of the second
column is 2, and so on. Setting TextColumn to O displays the ListIndex values.
Setting TextColumn to| 1 displays the first column that has a ColumnWidths
value greater than 0.

Remarks

When the user selects arow from a ComboBox or ListBox, the column
referenced by TextColumn is stored in the Text property.For example, you
could set up a multicolumn ListBox that contains the names of holidaysin one
column and dates for the holidays in a second column. To present the holiday
names to users, specify the first column as the TextColumn. To store the dates
of the holidays, specify the second column as the BoundColumn.

When the Text property of a ComboBox changes (such as when a user types an
entry into the control), the new text is compared to the column of data specified
by TextColumn.






TextLength Property

Returns the length, in characters, of text in the edit region of a TextBox or
ComboBox.

Syntax
object. TextL ength

The TextL ength property syntax has these parts:

Part Description
object Required. A valid object.

Remarks

The TextL ength property isread-only. For amultiline TextBox, TextL ength
includes LF (line feed) and CR (carriage return) characters.




Toplndex Property

Sets and returns the item that appears in the topmost position in the list.
Syntax
object. Toplndex [= Variant]

The Topl ndex property syntax has these parts:

Part Description
object Required. A valid object.

Optional. The number of thelist item that is displayed in the topmost

Variant osition. The default is 0, or the first item in the list.

Settings

Returnsthe value| 1if thelist is empty or not displayed.
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TripleState Property

Determines whether a user can specify, from the user interface, the Null state for
a CheckBox or ToggleButton.

Syntax
object. TripleState [= Boolean]

The TripleState property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the control supports the Null state.

Settings
The settings for Boolean are:

Value Description
True The button clicks through three states.
False The button only supports True and False (default).

Remarks

Although the TripleState property exists on the OptionButton, the property
does not affect the action of the control. Regardless of the value of TripleState,
you cannot set the control to Null through the user interface.

When the TripleState property is True, auser can choose from the values of
Null, True, and False. The null value is displayed as a shaded button.

When TripleState is False, the user can choose either True or False.

A control set to Null does not initiate the Click event.



Regardless of the property setting, the Null value can always be assigned
programmatically to an OptionButton, CheckBox or ToggleButton, 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

Description

object Required. A valid object.
Variant Optional. The state or content of the contral.

Settings

Control
CheckBox

OptionButton
ToggleButton

ScrollBar
SpinButton

ComboBox,
ListBox

Description
An integer value indicating whether the item is selected:

Null Indicatestheitem isin anull state, neither selected nor
cleared.

| 1 True. Indicates the item is selected.

0 False. Indicates the item is cleared.

Same as CheckBox.

Same as CheckBox.

An integer between the values specified for the Max and
Min properties.

Same as ScrollBar.

The value in the BoundColumn of the currently selected
rows.

CommandButton Always False.

MultiPage

TextBox

An integer indicating the currently active page.

Zero (0) indicates the first page. The maximum valueis one
less than the number of pages.

Thetext in the edit region.



Remarks

For aCommandButton, setting the Value property to True in amacro or
procedure initiates the button's Click event.

For a ComboBox, changing the contents of Value does not change the value of
BoundColumn. To add or delete entriesin a ComboBox, you can use the
Addltem or Removel tem method.

For a TextBox, any value you assign to the Text property is also assigned to the
Value property.

Value cannot be used with a multi-select L istBox.




VerticalScrollBar Side Property

Specifies whether avertical scroll bar appears on the right or left side of aframe.

Syntax
object.Vertical ScrollBar Side [= Vertical ScrollBar Sde]

The Vertical ScrollBar Side property syntax has these parts:

Part Description
obj ect Required. A valid object.
Vertical ScrollBar Sde Optional. Where the scroll bar should appear.
Settings
Value Description

0 Puts the scroll bar on the right side (default).
1 Puts the scroll bar on the left side.
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Visible Property

Specifies whether an object is visible or hidden.
Syntax

object.Visible [= Boolean]

The Visible property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the object is visible or hidden.

Settings
The settings for Boolean are:

Value Description
True Object isvisible (default).
False Object is hidden.

Remarks

Use the Visible property to control access to information without displaying it.
For example, you could use the value of a control on a hidden form as the
criteriafor a query.

All controls are visible at design time.






WordWrap Property

Indicates whether the contents of a control automatically wrap at the end of a
line.

Syntax
object.WordWrap [= Boolean]

The WordWr ap property syntax has these parts:

Part Description
object Required. A valid object.
Boolean Optional. Whether the control expands to fit the text.

Settings
The settings for Boolean are:

Value Description
True The text wraps (default).
False The text does not wrap.

Remarks

For controls that support the MultiL ine property as well as the WordWrap
property, WordWrap isignored when MultiLineis False.




Zoom Property

Specifies how much to change the size of a displayed object.
Syntax

object.Zoom [= Integer]

The Zoom property syntax has these parts:

Part Description
object Required. A valid object.
Integer The percentage to increase or decrease the displayed image.

Remarks

The value of the Zoom property specifies a percentage of image enlargement or
reduction by which an image 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 means you want to enlarge the image to four timesits original size
(or 400 percent), while a setting of 10 means you want to reduce the image to
one-tenth of its original size (or 10 percent).




Accelerator, Caption Properties
Example

This example changes the Accelerator and Caption properties of a
CommandButton each time the user clicks the button by using the mouse or the
accelerator key. The Click event contains the code to change the Acceler ator

and Caption properties.

To try this example, paste the code into the Script Editor of aform containing a
CommandButton named CommandButtonl. To run the code you need to open
the form so the Open event will activate.

Di m CommandBut t onl

Sub I'tem Open()
Set CommandButtonl = |Item Getl nspector. NbdlfledFornPages( P.2").Ca
CommandBut t onl. Accel erator = "C "Set Accelerator key to
End Sub

Sub CommandButtonl dick ()
[ f CommandButtonl. Caption = "OK" Then ' Check caption, then cha
CommandBut t onl. Caption = " i cked"
CommandBut t onl. Accel erator = "C' "Set Accel erator key t
El se
CommandBut t onl. Caption = " K"
CommandBut t onl. Accel erator = "O' "Set Accel erator key t
End I f
End Sub



Accessing a Page Example

The following example accesses an individua page of a M ultiPage in several
way’s:

¢ Using the Pages collection with a numeric index.
e Using the name of the individual page in the M ultiPage.
e Using the Selectedltem property.

To use this example, copy this sample code to the Script Editor of aform. Make
sure that the form contains a M ultiPage named MultiPagel and a
CommandButton named CommandButtonl.

Sub CommandButtonl dick
Di m PageNane
Set MultiPagel = Item Getl nspector. Modi fi edFor mPages("P.2"). MultiF

For i = 0 To MultiPagel. Count - 1

"Use index (nuneric or string)
MsgBox "Mul ti Pagel. Pages(i).Caption = " & Milti Pagel. Pages(i).Ca
MsgBox "Mul ti Pagel. Pages.Iten(i).Caption =" & Milti Pagel. Pages.
'Use Page object without referring to Pages collection
If i = 0 Then

MsgBox "Ml ti Pagel. Pagel. Caption = " & MultiPagel. Pagel. Capti o
Elself i = 1 Then

MsgBox "Ml ti Pagel. Page2. Caption = " & Milti Pagel. Page2. Capti o
End |f

"Use Sel ectedltem Property
Mul ti Pagel. Val ue = i
MsgBox "Mul ti Pagel. Sel ectedltem Caption =" & Milti Pagel. Sel ecte
Next
End Sub



Accessing a Tab Example

The following example accesses an individual tab of a TabStrip in several ways:

¢ Using the Tabs collection with a numeric index.
¢ Using the name of the individual Tab.
e Using the Selectedltem property.

To use this example, copy this sample code to the Script Editor of aform. To run
the code you need to open the form so the Open event will activate. Make sure
that the form contains a TabStrip named TabStripl.

Sub I'tem Open()
Dim TabStri pl

Di m TabName
Set TabStripl = Item CGetlnspector. MdifiedFornPages.Iten("P.2")
For i = 0 To TabStripl. Count - 1
"Using index (numeric or string)
MsgBox "TabStripl. Tabs(i).Caption = " & TabStripl. Tabs(i).Ca
MsgBox "TabStripl. Tabs.ltem(i).Caption = " & TabStripl. Tabs.
"Use Tab object without referring to Tabs collection
If i = 0 Then
MsgBox "TabStripl. Tabl. Caption =" & TabStripl. Tabl. Cap
Elself i = 1 Then
MsgBox "TabStripl. Tab2. Caption =" & TabStripl. Tab2. Cap
End | f

"Use Sel ectedltem Property
TabStripl. Value =i
MsgBox " TabStripl. Sel ectedltem Caption
Next
End Sub

" & TabStripl. Sele



Accessing Controls Through the
Controls Collection Example

The following example accesses individual controls from the Controls
collection using a For Each...Next loop. When the user presses
CommandButtonl, the other controls are placed in a column along the left edge
of the form using the M ove method.

To use this example, copy this sample code to the Script Editor of aform. To run
the code you need to open the form so the Open event will activate. Make sure
that the form contains a CommandButton nhamed CommandButtonl and severa
other controls.

Dim Ctrl Hei ght
DmCtrl Top
DmCrl Gap

Di m ConmandBut t onl

Sub I'tem Open()
Set CommandButtonl = Item Getl nspector. Mdi fi edFor nPages("P.2"). Co

Ctrl Height = 20
CrlGap = 5

ConmmandBut t onl. Caption = "Cick to nove controls”
ConmandBut t onl. Aut 0Si ze = True
ConmandButt onl. Left = 120
ConmmandButt onl. Top = Ctrl Top
End Sub

Sub CommandButtonl_d i ck()
D m MyCont r ol

Set AllControls = Item Getl nspector. Mdifi edFor mPages("P.2"). Contr
CrlTop =5

For i = 0to AllControls. Count - 1
Set MyControl = Al Controls(i)
I f MyControl.Nanme = "CommandButtonl" Then
"Don't nove or resize this control.
El se



"Move met hod using unnaned argunents (left, top, wi dth, height
MyControl . Move 5, CrlTop, ,Crl Height

"Cal cul ate top coordinate for next control
CrlTop = CGrlTop + CGrlHeight + Ctrl Gap
End |f
Next

End Sub
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