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1.0 Switchboard  
The Access switchboard is a quick utility that you can run to create a first screen to your database. You 

are able to add access to different objects in your database through the switchboard. 

To create a switchboard: open your database, go ǘƻ ǘƘŜ Ψ5ŀǘŀōŀǎŜ ¢ƻƻƭǎΩ ǘŀō ŀƴŘ ǎŜƭŜŎǘ Ψ{ǿƛǘŎƘōƻŀǊŘ 

aŀƴŀƎŜǊΦΩ 

 

The switchboard creates a table within your database to store its information. If you have not already 

ŎǊŜŀǘŜŘ ŀ ǎǿƛǘŎƘōƻŀǊŘΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǇǊƻƳǇǘ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǘŀōƭŜΦ {ŜƭŜŎǘ Ψ¸ŜǎΦΩ 

You will now be shown the Switchboard Manager window where you can add items to your 

switchboard. 

¢ƻ ŀŘŘ ŀƴ ƛǘŜƳ ǘƻ ȅƻǳǊ aŀƛƴ {ǿƛǘŎƘōƻŀǊŘΣ ǎŜƭŜŎǘ ǘƘŜ ǎǿƛǘŎƘōƻŀǊŘ ŀƴŘ ŎƭƛŎƪ Ψ9ŘƛǘΦΩ bŜȄǘΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ 

ǿƛƴŘƻǿ ǿƛǘƘ ŀ ǎŜŎǘƛƻƴ ǘƛǘƭŜŘ ΨLǘŜƳǎ ƻƴ ǘƘƛǎ {ǿƛǘŎƘōƻŀǊŘΥΣΩ ǎŜƭŜŎǘ ǘƘŜ άbŜǿέ ōǳǘǘƻƴ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ƎƛǾŜƴ 

a screen that you can enter the text for your menu item, & a drop-down menu of different commands. 

Below the drop-Řƻǿƴ Ψ/ƻƳƳŀƴŘΩ ƳŜƴǳ ƛǎ ŀƴƻǘƘŜǊ ƳŜƴǳ ǘƘŀǘ ǿƛƭƭ ƘŀǾŜ ŘƛŦŦŜǊŜƴǘ ƛǘŜƳǎ ŘŜǇŜƴŘƛƴƎ ƻƴ 

what is selecǘŜŘ ƛƴ ǘƘŜ Ψ/ƻƳƳŀƴŘΩ ǿƛƴŘƻǿΦ 
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To add a form to your switchboard, first type in the Text field what you want the menu to say (i.e, 

Ψ{ǘǳŘŜƴǘ LƴŦƻǊƳŀǘƛƻƴΩύΦ  In the Command menu, select Open Form in Edit Mode; now, the Form menu 

appears, and you can select the form that should appear. Select your student form that you should 

already have created. 

Repeat this process to add the advisor form, and any reports that you want to appear. 

 

To see the switchboard, close the edit page, then close the Switchboard Manager window. You should 

ǎŜŜ ŀ ŦƻǊƳ ǘƛǘƭŜŘ Ψ{ǿƛǘŎƘōƻŀǊŘΩ ƛƴ ȅƻǳǊ ŦƻǊƳǎ ƳŜƴǳΦ hǇŜƴ ƛǘ ǳǇ ǘƻ ǎŜŜ ȅƻǳǊ ǎǿƛǘŎƘōƻŀǊŘΦ 

To have your Switchboard (or any other form) open automatically when the database loads, go into the 

aƛŎǊƻǎƻŦǘ hŦŦƛŎŜ .ǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ Ψ!ŎŎŜǎǎ hǇǘƛƻƴǎΦΩ /ƭƛŎƪ ǘƘŜ Ψ/ǳǊǊŜƴǘ 5ŀǘŀōŀǎŜΩ ƻǇǘƛƻƴǎΣ ŀƴŘ ȅƻǳ ǿƛƭƭ 

see a drop-Řƻǿƴ ƳŜƴǳ ǘƛǘƭŜŘ Ψ5ƛǎǇƭŀȅ CƻǊƳΦΩ ¢Ƙƛǎ ŘǊƻǇ-down menu has a listing of every form that is 

currently in your database. Select the Switchboard form 
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Once you have selected the form, click OK, close your database and reopen your database. Access 

should immediately open the form you selected. 

2.0 Importing/Exporting Data  
Access allows you to import and export data from different data sources, including another Access 

database, MS Excel, Text files, a dBase database, etc. 

¢ƻ ƛƳǇƻǊǘκŜȄǇƻǊǘ ŘŀǘŀΣ ǎŜƭŜŎǘ ǘƘŜ Ψ9ȄǘŜǊƴŀƭ 5ŀǘŀΩ ǘŀōΦ ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀƴ LƳǇƻǊǘ ŀǊŜŀ ŀƴŘ ŀƴ 9ȄǇƻǊǘ ŀǊŜŀΦ 

When you choose import, Access will prompt you with a screen to enter the filename of the data to 

import. It also gives you two options: 

1. LƳǇƻǊǘ ǘŀōƭŜǎΣ ǉǳŜǊƛŜǎΧƛƴǘƻ ŎǳǊǊŜƴǘ ŘŀǘŀōŀǎŜ: this option will import the data that is currently 

in the other file.  

2. Link to the data source by creating a linked table: this option allows you to link your database 

to the existing file, and will update data in both the original file and your database. 

Exporting data gives you similar options, without the option to create a link to the data source. 
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3.0 Mailing Labels  
Microsoft has designed Access to make it very easy to make mailing labels from data in your tables. 

To create labels, single-click on the table that you want your labels created from. Select the Create tab, 

then in the reports section select 

Labels.

 

Access will prompt you to select the type of label you are using (ex: Avery 5160); select your label type 

and click Next. 

Access then prompts you to select the font type, size, weight, and color. 

Next, you will be prompted to select the fields to pull the information from, and you can arrange the 

fields on a prototype label. 
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Click next and you will be asked to choose how you want your labels sorted on your sheet. Depending 

on the amount of labels you have, and how you are mailing them, will determine how you want them 

sorted. For example, for bulk mailings the post office has you separate by portions of the zip code. For 

this reason, it may be a good idea to sort your labels first by zip code, then by name. 

Once you select your sort order, you will be prompted to save the label report and you can then preview 

your labels. 
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4.0 Password Protection  
Protecting your database with a password is vital to protecting private data. Previous versions of Access 

had user-level security, where each user could have their own username and password for the database 

which allowed the database designer to limit what each user could do with the data and the design of 

the database. Microsoft, however, removed this feature with Access 2007 and only has a single 

database wide password with no design and data access limitations. 

To create a password, first close your database. Next, go to the Office button and select Open. Navigate 

the Open window to the folder where your database is stored. Single-click on the database (do not 

double-click). Then, select the small down-ǇƻƛƴǘƛƴƎ ŀǊǊƻǿ ƻƴ ǘƘŜ ΨhǇŜƴΩ ōǳǘǘƻƴΦ 


