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Intermediate Access
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1.
Access Form Design: Step 1

Open the Level16 FrontRowVideoIntermediateComplete.accdb
 FORMCHECKBOX 

2.
Access Form Design: Step 2

Create a new form by clicking on New Form. Do not use a Record Source. Save the form and 

name it MYSwitchboard.
 FORMCHECKBOX 

3.
Access Form Design: Step 3

Use the Command Control to create a button that opens the MovieTitles form

Use the Command Control to create a button that opens the Customers form

Use the Command Control to create a button that opens the Receipt form

Save your changes and test your MYSwitchboard.
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4.
Access Form Design: Step 4

Use the database tools to change the Startup options. Make the database open MYSwitchboard 

when it opens and hide the database.
 FORMCHECKBOX 

5.
Access Form Design: Step 5

Open MYSwitchboard in Design View and make the following changes to the Form Properties:

Scroll bars: Neither 

Record Selectors: No 

Navigation Buttons: No 

Auto Resize: Yes 

Auto Center: Yes 

Control Box: No 

Min Max Buttons: No 

Close Button: No
 FORMCHECKBOX 

6.
Access Query Design: Step 6

Create a query that uses tblMovieTitles. 

Add all of the fields to the grid.

Save the Query as MoviesRentedSQ.
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7.
Access Query Design: Step 7
Edit the new query: MoviesRentedSQ
· Add tblMovieRented
· Add tblRental

Join the tables if Access did not automatically link them:
· tblMovieRented MovieID to tblMovieTitles ID
· tblMovieTitles RentalID to tblRental RentalID
 FORMCHECKBOX 

8.
Access Query Design: Step 8

Add the following fields from tblMovieRented and tblRental to the grid:
· ReceiptID 
· Date
· Price
· Description

Save the MoviesRentedSQ query
 FORMCHECKBOX 

9.
Access Report Design: Step 9

Create a report with the Report Wizard:
· Use MoviesRentedSQ as the Record Source
· Select all of the available fields
· Group by Date Rented
· Sort by Movie

Preview your report and save it as RptMoviesRented.
Export the Report to Microsoft Word.


Open rptOverdue in Print Preview.


Go to Data -> Word.
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You will be prompted to select a place to save your file and whether or not you want to see the 
report in Word. Save the document as: Your Name Access Intermediate.
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10.
Document Your Startup: Step 10

Create a screenshot of MYSwitchboard. 

Open MYSwitchboard in Form View.


Type: Control+Print Screen.


Go to the Your Name Access Intermediate document and insert a new page.


Paste the screenshot of MYSwicthboard. Save your work.

Please submit this file to your instructor.
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