
 
 
 

Contacts 
 
 
Welcome to the Access database Contacts system. 
 
The system is fairly self explanatory, but I will cover some of the 
main features. 
 
 
NOTE 
Access 2003 users should set the macro security to medium in 
order to use all features of this system. 
 
Access 2007 users will have to enable content in order to use all 
features of this system. 
 
 
 
 
When the system loads you will see the main menu 
 

 
 
 
 
Click ‘My Contacts’ to enter the system 
 
Click ‘Exit’ to leave the system 
 
 
 
 



 
 
 
 
 
The main screen 
 
 
 

 
 
 
 
To navigate the main screen click on one of the tabs 
 

 
 
 
 
Home – general contact information 
 
Business - contact information 
  
Other – Instant messaging details 
 
Follow Ups – a to do list - record appointments and tasks 
 
 
 
 
 
 
 



 
 
 
When entering a date, click on the small button next to the date 
box. 
 

 
 
 
A calendar will be shown 
 

 
 
Click a date and click the ‘OK’ button. 
 
Click the ‘Today’ button to select the current date. 
 
NOTE 
(Access 2007 users will not see this button and will get a small 
calendar when the mouse is clicked in the date box. Click the 
calendar and select a date.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
The ‘Other’ tab 
 
 
 
At the ‘Other’ tab select an instant messaging option by clicking the 
small box. 
 
 
 

 
 
 
Then type in the ID box the messaging ID 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
Functions 
 
 
 
Show all records   Find a record 
 
 
 

 
 
 
 
Add a new contact 
 
 

Print contacts Exit the contact screen 
 
 
 
 
 
 
 
 
The navigation bar at the bottom will show you how many contacts 
are held. 
 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
Finding a contact. 
 
 
In order to search for a contact you have to be at the ‘Home’ tab. 
 

 
 
 
Click the ‘Search’ button 
 
 

 
 
 
The search panel will be displayed 
 
 
 

 
 
 
 
 
 
 
 
 
 



 
 
 
Select an option to search by clicking one of the small buttons  
 
  
 

 
 
 
Then enter your search criteria in the box. 
 
For example, to search by first name, click the small button  
 
 

 
 
Now type in your first name criteria 
 
 
 

 
 

Click the ‘Filter’ button to search.  
 
If any records have been found matching your search, the screen 
will switch to display them. Also the navigation bar at the bottom 
will show you how many records have been found. 
 

 
 



 
 
 
 
To show all your records in the system click the ‘Refresh’ button. 
 
 

 
 
 
To remove the search screen click the ‘Hide’ button. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Deleting a contact 
 
To remove contacts from the system click the small bar on the left 
hand side. 
 

 
 
 
The bar will become highlighted 
 
 

 
 
 
 
Now press the ‘Delete’ key on your keyboard. 
 
 
 
 



 
 
 
 
Printing Contacts. 
 
Click the ‘Print’ button. 
 
 
 

 
 
 
You will see a small pop up screen with print options 
 

 
 
Select an option and click the ‘Print’ button. 
 
At the top left of the screen click the ‘File’ option and select ‘Print’. 
 

 
 
To close the report - At the top left of the screen click the ‘File’ 
option and select ‘Close’. 
 
 

 
 



 
 
 
Thank you for purchasing. 
 
Please sign up for my FREE Access database ebook and get weekly 
free Access database videos, emails, tutorials and documents.  
 
http://access-databases.com/ebook 
 
 
 
 
For Access database products 
 
http://access-databases.com 
 
 
contact: paul@access-databases.com 


