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
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| Exit |

Click ‘My Contacts’ to enter the system

Click ‘Exit’ to leave the system



The main screen

Title:

First Marne:
Knaown As:
Diate OF Birth:

Spouse:!

Country:

Phone:
Fax:

Home Email:

Motes:

Addresss Lined !
Addresss Linel:
Addresss Linel:
Addresss Linel:

g Contact Details

HOME Business | COther | Faollow Ups

Miss v
Janice
Jan

20/01/2008

none

11 The Walk
London Road
Bromlsy
Kenk

Benin
0205 767 4626
0205 721 3522

barnett@hotmail.com

test

Fdsfsdfsdfs

Record: @ ,—1 [I]@

Surname:  Kennedy

Mobile/CellPhone: (09765 456 366

[ Main Contact

Mew ][ Refresh ][ Seatch ” Print ][ Clase:

To navigate the main screen click on one of the tabs

-

Cther | Follow Ups

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
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20{01/2009 ? |

A calendar will be shown

[I] January
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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.

Home || Business | Othet | Follow Ups

[]¥ahacMessenger  IDu

[]A0OLMessenger D

[ Skype o
[] Facebook I
[] MvSpace j(sR

Then type in the ID box the messaging ID



Functions

Show all records Find a record

N

[ New ][ Refresh ][ Search ][ Print ][ Close

!

Add a new contact

Print contacts Exit the contact screen

The navigation bar at the bottom will show you how many contacts
are held.

| Record: [E] 1 [I][E af 9




Finding a contact.

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

Business | Qther

Follow Ups

Click the ‘Search’ button

~.

[ Mew

][ Refresh ][ Search ][ Print

][ Close ]

The search panel will be displayed

d Contact Details

| Home iéus“i“nas; atIHEr I .FD."-DW .Llps._

][ Refresh ] Search [ Print l[ Close l

[ New

Title: Miss v

First Hame:

\Janice

| Surname: [Kennedy

Known As:

Dake OF Birth:

Spouse:

fdsfsdfsdfs

Addresss Linel: 11 The Walk

Addresss Linel:  London Road

Addresss Linel:  |[Bromley

Addresss Linel:  Kent

Country: Benin |

Phone: [0208 767 4628 | Mobile/CelPhone: 09785 456 366
Fax: 0208 721 3822 |

Harrie Email: |barnett@hotmail.com | [ Main Cortact
Mokes: best

elect an option, enter details and click the Filker button. To
56l records again click the refresh button

Search Options
() First Mame
O Last Mame
() Main Contact
() AddressLinel
() Country

() Date OF Birth

) Email

() Busingss Mame

() Job Title
() Profession

Record: [14] T[> PI]r#] of 9



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

Sglect an aption, enter details and click the filker button, Ta
ae all records again click the refresh butkon

L

Filter ] [ Hide

hearch Options
'f:} Firsk Mame
O Lask Marme
() Main Conkact
"{:} AddressLinel

() Country
() Date OF Birth

) Ernail

(") Business Mare

" Job Tite
() Prafession

Then enter your search criteria in the box.

For example, to search by first name, click the small button

emm Ty R

O Firsk Narme

Now type in your first name criteria

(%) First Mame jones]

Click the ‘Filter’ button to search. __ff

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.

| Record: [E] 1 [I][E] af 2




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

yourrererde n e om0

[ Mew ][ Refresh ][ Search ][ Print ][ Close ]

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

Select an option, enter dekails and click the filker buttpn, To
see all records again click the refresh butkon

Filter ] [ Hide

Search Options
{:} Firskt Mame
'f:} Last Mare
O Main Conkack
" AddressLine1
() Country

() Date Of Birth

) Email

(") Business Mame

{3 Jab Title
) Prafession



Deleting a contact

To remove contacts from the system click the small bar on the left

hand side.

i Contact Details

[ Mew ][ Refresh ] iSearch [ Print ][ Close ]
Home | Business | Other | F b
: = Select an option, enter details and click the Filter button. To
4 |Miss A | see all records again click the refresh button
First Mame: 3anice | surname: [Kennedy |
L ! Search Cptions

First 1
Dt OF Birth: ) First N
X () Last Name
Spouse: |
() Main Contact
Addresss Linet: |11 The Walk O AddressLinel
Addresss Linel:  [London Road () Cauntry
Addresss Linel:  Bromley () Date OF Birth
Addresss Linel:  Kent : Ol
Country: EBenin |
- () Business Name
Phone: 0208 767 4626 | Mobile/CellPhone: 05785 456 366 | O Job Title
Fax; 0208 721 3822 | O Profession
Home Email; |barnett@hotmail.com | [ Main Contact
Mokes: test
fdsfsdfsdfs

Rrecord: [14] 1 [ IPT]rE] of @

The bar will become highlighted

Contact Details

Horne |Business Other | Follow Ups
Title: Miss w
First Mame: Janice | Surname:
Known As: |Jan |
Date OF Birth:  |20401/2009 |[?_]
Spouse: [none |

Now press the ‘Delete’ key on your keyboard.



Printing Contacts.

Click the ‘Print’ button.

[ New ][ Refresh J[ Search ][ Print ][ Close ]

You will see a small pop up screen with print options

IIHI

X
Prink this contack
°
() Print all cantacts

Select an option and click the ‘Print’ button.

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

Fd Contacts - [ ]

o

Page Setup...

Print Preview

Title: Miss

Hames Janice Kennedy
Known As; Jan
Date OF Birth: 2000172009

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

2id | Eile | YWindow  Help

Close

Page Setup...

Print Preyiew

Brint...  Ckrl+P

Exit



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



