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Miscellaneous Exercise
Turning off Navigational Buttons and Create Custom Switchboard Menu

Next you want to turn off the Navigational B8 Customers FEX
Buttons provided by Access. A
SUSIOMEers

4 Customer 1D: m

Title:l kr. | First Name:| Sam | Last Name: | Astor

Company: | Cool Comics for Less |

Address:| 123w, 30t Strest |

Cil_l,l:l Spokane | Stale:| Wi | Postal Code:| 95201-
Phone Numbenl [G09]333-2345 | Customer Rating ——
*  Poor
" Fair
VIEW MNERT CUSTOMER | WIEW PREVICUS CUSTOMER | -
Acceptable
ADD N%{STOMER ‘ DELETE CLSTOMER ‘ " Good
To turn off Navigational buttons, you must ourr L
first be sure that you are in Design form. ¥
Under the Design Tab, select Property Record: [14] 1 JRLPA o u < 2
Sheet, the last button on the right.
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Open this object's property sheet
Al A to set its properties.
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You will want to choose from the properties for FORM.
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Under NAVIGATIONAL BUTTONS

click the drop down box and switch to NO.
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Creating a Switchboard Menu

1) To create the switchboard form, under the Create Tab, select Form Design.

Home I Create I External Data

Database Tools

Property Sheet b4
Selection type: Form

|Form ' |
|Format|| Data || Event || Dtherl All ]
Barder Style Sizahle Ll
Record Selectors Yes b |
Mavigation Buttons Yes b
Mavigation Caption
Dividing Lines Mo

Scroll Bars Eaoth

Control Box Yes

Close Button Yes

Min Max Buttons Eoth Enabled
IMoveable Yes

Microsoft Access

EGENNE EE E

Table Table SharePoint Table Form  Split
Templates~  Lists=  Design Form

Tables

Forms

fi/5| PivatChart ==| 3 Labels

| — L
D Elank Form i f_| Blank Report
Form Report Report

% Mare Forms ~ |pesign
Reports

@‘ Report Wizard pesign

=i
Jh Tl N [T
Query Query Macro
Wizard Design >

Other

New Object: Form

Create a new blank form in Design
view,

In Design view, you can make
advanced design changes to forms,
such as adding custom contral
types and writing code.

2) To create switchboard buttons, follow the previous instructions for creating a button. When creating
buttons that will direct you to a form, you will want to select FORM OPERATIONS. To view or add
another customer, select OPEN FORM. Then select NEXT.

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each categaory.

Categories: Actions:

Record Mavigation Apply Form Filter

Record Operations Close Form
Report Operations Print a Form
Application Print Current Farm

Mizcellaneous Refresh Form Data
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3) Because you are creating a
CUSTOMER button, select
CUSTOMER FORM from

the list of choices and
click NEXT.

4) You will want to select the OPEN THE FORM AND
SHOW ALL THE RECORDS option and click

NEXT.

5) Select TEXT and change the text

to VIEW/ ADD CUSTOMER.
Then select NEXT.

6) Once again, you may change the button name
or leave it as the default. Then click FINISH.

Page | 6

College of Business Administration
Marquette University

Command Button Wizard

Order Entry Form

What form would you like the command button to open?

[ Cancel ][ < Back “. Mext = ] [ Einish

Command Button Wizard

Do you want the button to find spedific information to display in
the form?

For example, the button can open a form and display the data
for a specific employee or customer.

() Open the form and find specific data to display.

(&) iOpen the form and show all the records.

[ Cancel ][ < Back ” Mext = ] [ Finish

Command Button Wizard

VIEW/ ADD
CUSTOMER

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

(%) Text: [viEw/ ADD CUSTOMER |

O Picture:

{12]

Cancel ][ < Back ”. Mext = ] [ Einish

VIEW/f ADD
CUSTOMER

Command Button Wizard

What do you want to name the button?

A meaningful name will help you to refer to the button later.

That's all the information the wizard needs to create your
command button. Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions,

[ Cancel ][ < Back Mext =
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7) You will also want to create buttons that VIEW/ ADD PRODUCT, VIEW/ ADD ORDER, PREVIEW
BACKSHIPMENT SUMMARY REPORT, PRINT BACKSHIPMENT SUMMARY REPORT, and QUIT
_I_I_)ATABASE. Your form should look as follows:

W/ADD CUSTOMER EW/ADD PRODUC VIEW/ADD ORDER

: PREVIEW BACKSHIPMENT SUMMARY REFPORT NT BACKSHIPMENT SUMMARY REPORT

. QUIT DATABASE

Once again you will want to switch the already present @ ! )~
NAVIGATIONAL BUTTONS to off. g - T

8) Finally, you will want this switchboard menu to be the first thing [ apen
that pops up every time you open the database. To do this, click B conser i
on the round button in the top left hand corner, the FILE button i ‘
and click on ACCESS OPTIONS on the bottom right hand b - |
corner of the Menu. = i

= Print »

L3
Llose Database

9) Under the CURRENT DATABASE menu, o 2R O
locate DISPLAY FORM. In the drop down | fewssey '

menu, select SWITCHBOARD MENU and i

Object Designers Application Title: | |

Press OK. This will allow for your _ —
. / _ i application lco: | | \
switchboard to appear first every time the and e
H Display Form: (none] v
database is opened. e,
Add-ins Dacument Windoy Customer Form
® Qverlapping Order Entry Form ‘

Trust Center . SubForm

(O Tabbed Da
. Switchboard Menu
Resources

Use Access Special Keys (0
[ Compact on Close ‘
[] Remove persanal information from file properties on save
[ Use Windows-themed Cantrols an Farms
Enable Layout View for this database
Enable design changes for tables in Datasheet view for this database)
Check for truncated number fields
Picture Property Storage Format
) Preserve source image format (smaller file siz)
(&) Conyert all picture data to bitmaps (compatible with Access 2003 and earlier)

Navigation

Display Navigation Pane
Havigation Options...

Ribbon and Toolbar Options

Ribban Hame: > al
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