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                                                                                         IS300 Lab Session, Autumn 2005

Lab 9  Access III

Lab topic: Form and Switchboard. Integrated interface of your database.

Download the practice file from the lab web site.

Create a form that displays the Employee Information

1. Click “Forms” in object bar, double click “Create form by using wizard”

2. Select “Employees” as the table used in the form. Clicking the leftward arrow button, you can select the fields you want to show in the form.

3. Select “Columnar” for the layout of the form. Then chose whatever style you like in the next step.

4. Name it as “Employees” and click “Finish”.

Create a Switchboard

Switchboard is used to guide users to forms and reports or perform different operations. It provides an integrated interface for your Access database.

1. To create a switchboard, choose Tools/Database Utilities/Switchboard Manager. Main Switchboard is created by default.

2. Add a new switchboard: View Forms and Reports. Click “New” and type in View Forms and Reports in the dialog box and click “OK”. You will see a new switchboard in the list.

3. Add buttons on the Main Switchboard.

Select Main Switchboard and click Edit.

Button 1: View Forms and Reports. In the Edit Switchboard page, click “New”. Fill in the text box as below, select “Go to Switchboard” for Command, select “View Forms and Reports” for Switchboard, and click “OK”.
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Button 2: Exit Database. Click “New” in “Edit Switchboard page” again. Fill in the text box as below, and select “Exit Application” for Command.
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Close Edit Switchboard page box. 

4. Add Buttons on “View Forms and Reports” switchboard.

Select “View Forms and Reports” switchboard and click Edit.

Button 1: Show Employee Form. Click “New”, fill in the text boxes as below and click OK.
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Button 2: Show Assignment Report. 
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Button 3: Return to main Switchboard.
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Close Edit Switchboard page box and Switchboard Manager box. 

5. Selecting Forms object in Objects bar, you can see the switchboard you just created. Double-click it to test it.

6. To display the main switchboard automatically when the database is opened, select “Tools”, “Startup…” in menu bar, and select “Switchboard” for “Display Form/Page” 
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