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 Navigating a Database Efficiently 

 
THE BOTTOM LINE

Often, the people who use a database are not the same people who create a 
database, and thus they may have difficulty locating the various database 
objects that they need. In previous versions of Microsoft Office Access, 
database designers created switchboards to facilitate database navigation. 
Switchboards are forms with links or buttons that enable users to navigate 
through an Access database. While you can still create and use switchboards 
in Access 2007, you can also customize the Navigation Pane to serve the 
same purpose as a switchboard—that is, to provide an efficient method for 
directing users to specific objects in your database. 

Creating a Switchboard 
In previous versions of Access, switchboards were commonly created and 
used for database navigation. Access 2007 also allows you to create new 
switchboards and use most existing switchboards.  

TROUBLESHOOTING 

Some commands in existing switchboards created in previous versions of 
Access will not work if the command is no longer supported by Access 
2007. For example, switchboard commands to display the Database window 
will no longer work. 

CREATE A SWITCHBOARD 

GET READY. Before you begin these steps, be sure to launch Access, 
and then OPEN the Fourth_Coffee_Students database from the 
data files provided. (See your instructor for the location of the data 
files.) 

1. If a security warning is displayed below the Ribbon upon opening the 
database file, click the Options button following the warning. The 
Microsoft Office Security Options dialog box is displayed, as shown 
in Figure 1. 
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Figure 1 

Microsoft Office 
Security Options 
dialog box 

 

Click to enable 
content 

 
2. Click the Enable this content radio button, and then click OK. 

Macros are enabled and will function in this document.  
 

TAKE NOTE If you close and reopen the database, you will need to repeat steps 1 and 
2. 

 
3. Click the Database Tools tab. The Database Tools group is 

displayed in the Ribbon, as shown in Figure 2. 
 

Figure 2 

Database Tools tab on 
the Ribbon 

 

Database 
Tools group 
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4. In the Database Tools group, click Switchboard Manager. If a 
message window appears, asking if you want to create a 
switchboard, click Yes. The Switchboard Manager window is 
displayed, as shown in Figure 3. 

 

Figure 3 

Switchboard Manager 
window 

 
 
5. Click New. The Create New window is displayed, as shown in Figure 

4. 

Figure 4 

Create New window 

 

 
6. Key My Main Switchboard in the Switchboard Page Name box, and 

then click OK. The new switchboard is listed in the Switchboard 
Manager window. However, you still need to add actions for the 
switchboard to become useful. 

7. In the Switchboard Manager window, click My Main Switchboard, 
and then click Edit. The Edit Switchboard Page window is displayed, 
as shown in Figure 5. 

 

Figure 5 

Edit Switchboard Page 
window 
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8. Click New. The Edit Switchboard Item window is displayed, as 
shown in Figure 6. In this window, you create the action that will 
occur when a user clicks the switchboard. 

 

Figure 6 

Edit Switchboard Item 
window 

 
 
9. In the Text field, key View All Students Report. In the Command 

field, select Open Report. The name of the third field is 
automatically changed to Report rather than Switchboard because 
you selected the Open Report command. Select All Students in the 
Report field, as shown in Figure 7. 

 

Figure 7 

Creating a new 
switchboard item 

 
 
10. Click OK. The Edit Switchboard Item window is closed. The 

switchboard item you created is displayed in the Edit Switchboard 
Page window. 

11. Click Close. The Switchboard Manager window is displayed. 
12. Click to select the new My Main Switchboard, if necessary. Click 

Make Default. The switchboard you created is moved to the top of 
the list and designated as the default switchboard, as shown in 
Figure 8. 

 

Figure 8 

New default 
switchboard created 

 

 
13. Click Close to close the Switchboard Manager. 
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14. Close and then reopen the database. Your switchboard should be 
displayed, as shown in Figure 9. (Remember to enable content each 
time you open the database, if necessary.) 

 

Figure 9 

New switchboard 
displayed 

 

New 
switchboard 

New 
switchboard 
item 

 

TROUBLESHOOTING 

If your switchboard is not displayed, click the Microsoft Office Button, 
and then click Access Options. In the list of categories on the left, click 
Current Database. Under Application Options on the right, select 
Switchboard in the Display Form drop-down list, and then click OK. Close 
and then reopen the database for the modified setting to take effect. 

 PAUSE. CLOSE the database. 

You just created a new switchboard, added a switchboard item, and made 
the new switchboard the default. Making the switchboard the default 
ensures that the switchboard will automatically display each time the 
database is opened. 

You can create more than one switchboard, and each switchboard can 
contain more than one switchboard item. Create customized switchboards 
for specific users or types of users. For example, you might create a 
switchboard that automatically opens a form in the add mode for users who 
will add data to the database. 
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Using a Switchboard 
As a database user, having a switchboard set up that is tailored to your 
specific needs is very convenient. Without knowing much about the 
database, you can use the switchboard to move directly to the form or 
report you need. 

USE A SWITCHBOARD 

GET READY. OPEN the Fourth_Coffee_Students database modified in 
the preceding exercise. (Remember to enable content each time you 
open the database if necessary.) 

1. When the database opens, note that the new My Main Switchboard 
is displayed on the right side of the window. 

2. Click the View All Students Report switchboard item. The All 
Students Report is displayed, covering the switchboard, as shown in 
Figure 10. 

 

Figure 10 

All Students report 
displayed 

 

Switchboard 
tab 

 
3. Click the Switchboard tab to display My Main Switchboard. 
 PAUSE. CLOSE the database. 

Switchboards are easy to use. Even users with little database experience can 
use a customized switchboard to open forms or reports intended for their 
use. 
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Customizing the Navigation Pane 
The Navigation Pane is a new feature in Access 2007. The Navigation 
Pane, displayed on the left side of the application window, contains links 
that enable you to move around the Access database application. Although 
switchboards can still be created and used, the Navigation Pane provides 
many of the same conveniences with one major advantage: the Navigation 
Pane is never covered by another window. As each window is opened, it is 
displayed on the right side, where it is identified by a tab. This is known as 
the single-document interface model. 

TROUBLESHOOTING 
The new Navigation Pane is the preferred method of navigating around an 
Access database. Unlike switchboards, the Navigation Pane is visible at all 
times and supports all Access 2007 features. 

CUSTOMIZE THE NAVIGATION PANE 

GET READY. OPEN the Fourth_Coffee_Students database modified in 
the preceding exercise. (Remember to enable content each time you 
open the database if necessary.) 

1. When the database opens, note that the new My Main Switchboard 
is displayed on the right side of the window and the Navigation Pane 
is displayed on the left side of the window, as shown in Figure 11. 

 

Figure 11 

Navigation Pane 

 

Navigation 
Pane menu 

Hide or 
display the 
Navigation 
Pane 

Group 
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2. Right-click the Navigation Pane menu, and then select Navigation 
Options. The Navigation Options dialog box is displayed, as shown 
in Figure 12. 

 

Figure 12 

Navigation Options 
dialog box 

 

Groups Categories 

Add an item 

 
3. With any category selected, click Add Item. Custom Category 1 is 

added to the list of categories. Key Data Entry Operators, and then 
press Enter. The new category is added and renamed. 

 

TROUBLESHOOTING 
If you leave the window and return to the window, the name of the category 
or group might be set for you. With the category or group selected, click 
Rename Item, key the item’s new name, and then press Enter. 

 
4. Click Add Group. Custom Group 1 is added to the list of groups. 

Key Data Entry, and then press Enter. The new group is added and 
renamed. The Navigation Options dialog box should resemble Figure 
13. 

 

Figure 13 

New category and 
group created 

 

New group New 
category 
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5. Click OK to close the Navigation Options dialog box. 
6. Right-click the Navigation Pane menu, point to Category, and then 

click Data Entry Operators. The Navigation Pane displays the Data 
Entry Operators category containing the Data Entry group. A list of 
items is displayed under the Unassigned Objects group. 

7. Under Unassigned Objects, select Student List. Drag the Student 
List to the Data Entry group on the Navigation Pane, and then drop it 
in the group. The Student List is moved to the new group. 

8. Under Unassigned Objects, right-click All Students. Point to Add to 
group, and then click Data Entry. The All Students report is moved 
to the new group. 

9. Right-click the Navigation Pane menu, and then select Navigation 
Options. The Navigation Options dialog box is displayed. 

10. Click Data Entry Operators in the Categories list. On the right side, 
clear the Unassigned Objects checkbox. Click OK to close the 
Navigation Options dialog box. The Navigation Pane should 
resemble Figure 14. 

 

Figure 14 

Customized 
Navigation Pane 

 
 
11. The switchboard is no longer needed because the Navigation Pane 

has been customized. Click the Microsoft Office Button, and then 
click Access Options. In the list of categories on the left, click 
Current Database. Under Application Options on the right, select 
(none) in the Display Form drop-down list, and then click OK.  

12. Close and then reopen the database for the modified setting to take 
effect. The switchboard is no longer displayed. 

13. CLOSE the database. 
 STOP. CLOSE Access. 

New 
category 

New group 

Objects 
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You just customized the Navigation Pane for data entry operators, 
providing navigation links to the only two objects the operators use. The 
data entry operators can enter data and view a report containing the entered 
data. If you have different types of users, you can create a customized 
group for those users as well. 
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