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MS Access Switchboards

Overview

MS Access has the ability to control what the user sees when they enter the database. You can control
tools and access to tables.

Objectives

Objective: Participants will identify settings that change the default options for opening the database.
Control the Entry Point of Your MS Access Database and create a Professional Looking Switchboard.
Also, we can create a lovely professional ‘Opening Screen’ with easy access navigation buttons.

Supplies: We will provide a complete database with queries and reports. Optional: Thirty minute lab
time available immediately following 60 minute workshop.
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Creating a Switchboard

A switchboard is simply a form that acts as a front-end menu for your database. If you are
designing a database that will be used by someone with limited database skills it is a good

idea to provide a switchboard (or a series of switchboards) to help your user and to protect
your database from corruption.

Planning your Switchboard.

The switchboard will probably be the last form you create in the database. By this time your
database is ready to collect and manage all the information you have to enter. The main
switchboard form should be simple with a logo, a title, and perhaps as many as eight
buttons on the front end. The command buttons are used to open the forms that you define
in the application.

To Create a Switchboard:

s I 1. Go to Database Tools Tab > Switchboard Manager
B ———— e ——— e ————— t—— |

Create External Data Database Tools
‘o Eg _§'Pro.per‘ty5heet . %DatabaseDocumenter @ %]L_ll}] @E b ':,J ?Switchboard Manager
orteut Menu from Macro g Object Dependencies % Analyze Performance - U*— Set Database Passwon

- . Relationships - S0QL Access Encode/Decode Linked Table _, i
lacros to Visual Basic V| Message Bar %AnalyzeTable Server Database Database Manager &9 Add-ins -
facro Show/Hide Analyze Move Data Database Tools
You will probably be presented with a dialog box s
unable to find a valid switchboard in this databas
Answer fAyes. (Unless you have already created a Swij

ooy

; l*_-. The Switchboard Manager was unable to find a valid switchboard in this database. Would you like to create one?

2. The Switchboard Manager Scr een opens with fAMain Switchboard

highlighted.

3. On the Switchboard Page screen, select New.

4. Fill out the New Switchboard Item Screen as shown in the following graphic. (*Forms
Switchboard and Reports Switchboard)

5. Click New and tekeenSwepkcabeadédN Paged with Forms S

6. Click New again and replace é6New Switchboard

The Default Switchboard Page will look similar to this:
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Main 5 Create New

Forms Switchboard Mew. .
Reparts Swikchboard —
Edit...
Delete
Make Default

sing Switchboard Mame:
Main Switchboard |
ubfaor
Items on this Switchboard:
[ew
i I
Select Edit
Then New
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Edit Switchboard Page

Switchboard Mame:

[Main Switchboard |

Items an this Switchboard:

7. Now we are going to add commands to the new Switchboard Pages we just created.
8. Click on Main Switchboard to highlight it F Click New

Edit Switchboard Item

Texk: lew Swikchboard Cormmand |

Command! G0 ko Swikchboard v |
ance

s,
Switchboard: | "y v |

9. The next dialog box provides a place to edit or create commands for the Switchboard
items. (What do you want to see when the command is selected?)
10. Add NEW Switchboard Commands.

To add Switchboard Commands c¢click New and repl ace

with the following examples: Click Edit and fill in as shown:

MAIN SWITCHBOARD

New
Edit Switchboard Item
Text Enter/View Core Courses
Command | Open Form in Edit Mode
Form subfrmCoreCourses
NEW

Edit Switchboard Item

Text Enter/View Students
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Command | Open Form in Edit Mode

Form frmStudents

New

Edit Switchboard Item

Text Enter/View Other Information

Command Go to Switchboard

Switchboard | Forms Switchboard

New

Edit Switchboard Item

Text Preview Reports

Command Go to Switchboard

Switchboard | Reports Switchboard

New

Edit Switchboard Item

Text Change Switchboard Item

Command | Design Application

11. Select the options as shown above.

12. Click Ok

13. Follow the same process for each command on the Main Switchboards section and
continue until the Main Switchboard, Forms Switchboard, and Reports Switchboard is
completed as follows: Forms Switchboard

BACK TO MAIN SWITCHBOARR FORMS SWITCHBOARD
Edit > New

Edit Switchboard Item

Text Enter/View Students

Command | Open Form in Edit Mode

Form frmStudents
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New
Edit Switchboard Item
Text Enter/View Departments
Command | Open Form in Edit Mode
Form frmDepartments
New
Edit Switchboard Item
Text Enter/New Instructors
Command | Open Form in Edit Mode
Form frmlnstructors
New
Edit Switchboard Item
Text Return to Main Switchboard
Command Go to Switchboard
Switchboard | Main Switchboard
New

Edit Switchboard Item

Text Exit

Command | Exit Application

BACK TO MAINSWITCHBOARD- REPORTS SWITCHBOARD
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14.Now | e tfil B1 the View Reports options
15. Edit > New

New

New

New

New

Edit Switchboard Item

Text Preview English Class Report
Command | Open Report
Report rptEnglishCoreCourses

Edit Switchboard Item

Text View Labels for Mailing Students
Command | Open Report
Report LabelsStudents

Edit Switchboard Item

Text Preview the Department by Selection
Report

Command | Open Report

Report rptDepartbySelection

Edit Switchboard Item

Text Preview Instructor with Associated
Department Report

Command | Open Report

Report rptinstruwithDept

=<_
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Edit Switchboard Item

Core Course Enrollment

Command Open Report

Switchboard | rptCoreClassandStudents

Edit Switchboard Item

Return to Main Switchboard

Command | Go to Switchboard

Main Switchboard

New

Text
New

Text

Form
New

Edit Switchboard Item

Text

Exit

Command | Exit Application

16. Click Close twice and exit out of the switchboard manager.
17.Click on Forms in the Object Bar, and open the new form named switchboard.

You should see your new switchboard.

FYI T The Switchboard Manager create a table that holds the Switchboard Items,
commands, and arguments. This is an excellent view to help identify the structure of a
Switchboard. | suggest that a paper/pencil outline similar to this view would be an efficient
method to begin the building of a Switchboard for your Database.
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witchboardlDy | lkemMumber termnText Zommand Argument
»| [ 0 Main Switchboard Default
| 1 1 EnterfView Core Classees 3 frmCoreCourses
| 1 2 EnterView Students 3 frmStudents
| 1 3 EnterfView Other Information 12
| 1 4 Preview Reports 13
| 1 5 Change Switchboard Item 5
| P 0 Forms Switchboard 0
| 2 1 Enter/view Students 3 frmStudents
| 2 2 Enter/View Departments 3 frmDepartments
| P 2 EnterfView Instructors 3 frminstructors
| 2 4 Return to Main Switchboard 11
| 2 5 Exit 5]
| 3 0 Reports Switchboard 0
| 3 1 Preview English Class Report 4 rptEnglishCoreCourses
| 3 2 View Labels for Mailing Students 4 LabelsStudents
| 3 2 Preview the Department by Selection Report 4 rptDepthySelection
| 3 4 Instructor with Associated Department 4 rptinstruwithDept
| 3 4 Core Course Enrollment 4 mtCoreClassandStudents
| 3 B Return to Main Switchboard 11
| 3 7 Exit 5]
* ] ™
Switchboard aesthetics
lli"l"'1"'I"'2'"I"'3"'I"'4'"I"'5"'I"'S"'I CT o 1 ]

¥ Detail

1. 1 f you havenodét already,
2. Click on forms in the Object Toolbar

al |

Sscreens
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3. Highlight the Switchboard form, and click on design.
4. You can now edit the design of the switchboard just as you would any other form.

Change the text from the default and change the color of the text to blue.
Change the background color from green to white.

Add a graphic or photo.

Make any other changes you would like.

Exit and save your changes

PaooTe

Setting Startup Options

You can set up Access to automatically load your Switchboard (or any other form, for that
matter). This allows you to create a database with a friendly user interface rather than the
rather scary main window that usually opens. As we will see, you actually have a great deal
of control over how Access opens your database, allowing you to create a database that is
much easier to use for non-database experts, and one that is much less likely to be
corrupted by inexperienced users.

( c! n \
3

(;/—'

Set Switchboard to Open Automatically:

1. Click on the Office Button
2. Select Access Option
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Recent Documents
Mew

1. ASomewhereUniversity 20080909 ...

N c .
-7 Open 2 w.ASomewherelUniversity_2008-09-09
3 mailinglist
l"% E Convert 4 Dvmailinglist
5 HhL ASomewhereUniversity
i Save 6 YWsers\KNIGHTE.ETSUNDesktop'Work\Work
! 7 HA G AOffiicial Startup
I_! Save As " B \Wsers\KNIGHTE.ETSLM,. \StudentScreening

9 Studentsl

Publish L4

*
Close Database

3 Access Options | I}( Exit Access

Select Current Database and select the icon you want to use, the title of the database and
which form do you want to appear when you open the database.
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Proofing Application Icon:

Advanced Use as Form and Report Icon

Display Form: [none} El
Customize Display 5tatus Bar
Add-ins Document Window Options =
@ Overlapping Windows L\\S\.

Trust Center ) Tabbed Documents

Resources Display Document Tabs

Use Access Special Keys (i)

|:| Compact on Close

|:| Remove personal information from file properties on save
|:| Use Windows-themed Controls on Forms

Enable Layout View for this database

Check for truncated number fields
Picture Property Storage Format
) Preserve source image format [smaller file size)
@ Convert all picture data to bitmaps (compatible with Access 2003 and earlier)

Mavigation
Display Mavigation Pane

Mavigation Options...

Ribbon and Toolbar Options

Ribbon Name: El

i e
o R
Popular .- k il
: Options for the current database.
':urrent Database :|
Datasheet Application Options
Object Designers Application Title:

Enable design changes for tables in Datasheet view (for this database) L4

The Startup screen has a lot of other options we can play with.

3. Close the Database and reopen

4. The main databasewindow i s now hidden on startup. I f you
making changes to your database and only want them to perform the actions you
supply in the various switchboard screens, you have just prevented your average
user from making any changes.

5. Uncheck various other boxes, one or two at a time, and then close and reopen your
database to see what changes you are making. You can essentially take away the
userb6s ability to do almost anything you dondt
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Tip:

If you hold down the shift key while opening the database you bypass all startup options.
This is handy when you inadvertently disable a control you need as you develop your
database. However, it also allows any user who knows this “cheat.”

Even this “cheat” can be disabled, however. You will need some programming skills to do
so, which is beyond the scope of this workshop.
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