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Make a copy of your nursing Home Database file and change its name to NursingHome-SwitchMacro.  Doing this will hold our database in tact and allow us to experiment with the database to create macros and a switchboard.
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Click the Database Tools tab and click the Switchboard Manager in the Database Tools grouping.

Click the Yes button.
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When the Switchboard Manager dialog box opens, click the Edit button.

[image: image4.png]Documentd - Microsoft Word - = x o newestnursinghome - SwitchMacro : Database (Access 2007) - Microsoft Access

T e (rwm  GoE W OETE G G [ o C)

= #Find - = New 3 Totals Y Selection ~ 25, Replace
u - acobeend] ssbccoe AaBbC: AsBbCc : 8 A

S 3y Replace ave elling ¥ Advanced - 0To~
| Il ~Jabel o0 | 2 A | = e | et I s % speling 7 dvanced =Gomo- |
‘ sy BI U x, x Aa-|[ - A-| & TNomal | THo Spaci.. Headingl  Heading2 - Chang

Bz oA & B (7] P | ¢ oette - SHvre - erosgieriner | "Ly seect -
Cipbosr Font Parsgraph styies 5 editing Font Ricn Text Recoras Sort & Fiter

All Access Objects

Refresh Filter
Styles~ || v Select~

- The Sutchboord Manager wes bl to i a ek sictboord nthis dtabase. Woud youlbeto reteane? = Employee Switchboard Name:

= = B inservice Attendance [Main Switchboard

T mnserviceClasses Ttems on this Switchboard:

Whenthe Swichbosrd Mansgerdlgg b apens, clckth Ede buton 3 swrenomatans
o Queries Edit.

e 5 mservcecisses Queny

New.

Delete
Forms

Employes - Dawn Squires Move Up

Insenvice Attendance

Move Down
Insenice Attendance subform

Insenvice Attendance subforml

Insenvice Attendance subform2

InsenviceClasses
InseniceClasses Query subform
InseniceClasses subform

Switchboard

@ Open Employee Table Read Only.
@ sBMacos

Nextwe needto add buttons to the Database Manager. Click the New button.

Switchboard Manager Num Lock

Pagei20f2 | Words:81 | B | o | A B Scarch Deskiop




Next we need to add buttons to the Database Manager.  Click the New button.

Enter the text that will appear on the button adjacent to the Text: heading:  Open Employee Form in Edit View.

Click the drop-down arrow next to Command: and select the option:  Run a Macro.

Next to Switchboard choose Main Switchboard and click OK.

Repeat the steps to add another button to the Switchboard for the OpenInserviceAttendanceForm macro.
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The general idea for a switchboard is that it should open when the database opens.  This would make the switchboard the first thing the user sees and help the user get to the desired function quickly and easily.  In order for the switchboard to open when the database opens, we have to change some settings in Access.

Click the Office Button and click the button Access Options.
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In the new dialog box that opens, select Current Database in the left column.  In the right task pane (options for the current database), select the drop-down arrow adjacent to Display form.  Choose Switchboard.  Click Okay.  You should receive an error message stating that the database will need to be closed and reopened for the changes to take effect.  Close and reopen the database.  
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Practice clicking on the buttons on the database to ensure that they function correctly.

Creating a Switchboard Instructions


