SUNDAY
BUSINESS SYSTEMS

Microsoft Access Tips and Tricks

Using Access More Efficiently



The Basics

» SBS has built its QMS products on Microsoft Access Database

» Microsoft Access consists of
» Tables
« Where data is stored
» Queries
« Questions asked of the database
» Forms
« Displays data (or records)
o Controls the entry & editing of data
e Records are made up of fields
o Forms may have subforms
» Reports
o Based on queries
« Formats and organizes information

» Our software user interface
»w Consists of forms and reports

»w Tables, queries and code are hidden for simplicity

sSuUnDAY
BUSINESS SYSTEMS

Training Database™

Training Records
Job Descriptions
Certification Requirements
Re-Certification Requirements
Document Revision Tracking

The SBS Training Database will be used to demonstrate Tips and Tricks
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Form Basics

] =3 Main Menu | =] Edit Training Event
b
Ewent ID: 215 Clazs Description: | o= G LR o e
Class Date:” (341242016 [SCHEDULED]
> — Ingtructor: |Buster P, w | Rew
11:00:00 A Location:
Is the Record Selector peaan
: : Categony: | Certification
Diuration [krs): [1.00 Trainirg M aterial:
Scheduled: Complete: [] Rogter Link:
CtrHK to add link to 3 fik
Comment;
Recetification Required: Date of Req. Re-cert, +1 Year
Attendees:
Employee Name ~ | Employee D ~ | Pass - | Scorel - | Score? - |(Scored - Evaluation / Comment -
Boama, Michelle v |:|
Josot, Duely 11 ]
¥ (m]
Navigation controls
Global search
Record: M
To delete an attendes, select the W to highlight the row and press "Del” on the keyboard.

Test/Cerificate ink -

Filters:
Scheduled []
Completed

Clazs: >

Apphy Filter Show Al

D atasheet

Add Mew

Save

Event Repart

Certificate

Cloze
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Form Navigation

Move to
FIRST Record

Record:

Move to
PREVIOUS
Record

Move to LAST
Record

1of 2 M

Move to NEXT
Record

b

Filter
Indicator

ADD NEW
Record

...currently indicating the filter
is OFF and all records are
displayed

Search
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Two form views

55 Main Menu

»

» Data may be viewed in

» Form View
e oOne record at a time

» Datasheet View

« multiple records displayed like in a spreadsheet
« Subforms may be displayed by clicking the + on the left-hand side of the record
« Not all forms are designed for Datasheet view

« Some forms have buttons to select datasheet view

Form View

‘ﬁ Edit Training Event < ‘

EventID: 215 Dlass Descriptior: | Certfication - CMM operation v
Class Dats™ |3/12/2016 (SCHEDULED)
— — Instructor: Buster P ~| FRev
Statt: [3/12/2016 11:00.00 AW Location:
End Categoyy: |Cerlification
Duration (hesk [1.00 Trairing Materiak
Scheduled: Campletz: [] Floster Link:
Cormmert
Recertiication Required: Date of Fieq. Re-cett 1 Year
Attendees:
Employee Name - EmployeelD - | Pass - Scorel - Score2 . |Scored - Evaluation / Comment - TestiCertificate link
Boama, Michelle ~
Josot, Duely 11 [l
=
Record: M 1of2 oM Search
To delete an att select the P> to highlight the row a "Der" on the keyboard,

Filters:
Schedued [
Completed

Class: z

Apply Filter

Show Al

Datashest

Add Mew

Save

Event Report

Cerlificate

Close

Datasheet View

5 Main Menu \j Edit Training Event
Class Description <[ Instuctor | Rev .| Location -| Category
# Certifiation - CMM operation ~ |Buster P. Certification
100 - 55 Principles of workplace organization DD General
%] CMM Programming F Faly General
) First article verfication F. Foly General
) Peachtree Accounting - Shipping Wike Wong Doc/SOP
) Certfication - CMM operation SA Certification
) Certification - CNC operation BNF Enterprise offsite Certification
% CNC Safety FF Safety
) Centfication - Bonding Tech | hh Certification
#1999 - Waork Instruction use and approval GG General
1899 - Work Instruction use and approval GG General
| CNC Safety BNF Enterprise offsite Safaty
) Certfication - CMM operation DF Certification
#1100 - 5S Principles of workplace organization | A. Walters room3 General
| Centfication - Bonding Tech I H Certification
%100 - §S Principles of workplace organization | HR General
%] Centfication - Bonding Tech | D. Gilliam Certification
) Corporate Quality Policy and Practices Joe Walter Quality
¥ SOP2121: Product A Disassembly and cleani Fred A m746 Doc/SOP
% SOP2121: Product A Disassembly and cleani Fred B m746 Doc/SOP
%) Corporate Quality Policy and Practices Bill Qualidad Quality
999 - Work Instruction use and approval FF General
#5232 - Sexual Harassment Training for Non-Su FF General
715232 - Sexual Harassment Training for Non-Su dd General
) $232 - Sexual Harassment Training for Supeni ff General
% QA0002: Document Control Procedure Jim Likkust Doc/SOP
%) General Safety Training Sam Highler Safety
% QA0011: Packing Procedure M. Jackson |8 training room1 | Doc/SOP
& Company Policy & Procedures Orientation  George Zimmer General
% Peachtree Accounting - Shipping Hal Burton Doc/SOP
% General Safety Training Safety
) Lathe Safety dd Safety
Recors: 4 < [1orer | » w > | B Unfiterea |[search <
Datasheet

- [Training Mate -

SOP1111

ACCO0004

TRN0092

SOP1111
TRN0093
SOoP1111
TRN0092
QA0001

S0P2121
S0P2121
QA0001

QA0002
SAF0001
QA0001
GEN0001
ACCO0004
SAF0001

Roster Link - Comment - Dat -

scan and link si First article verif 12

link roster here HH
Data import forn HH
Data import forn HH
1
Roster link 1
1
{_TDBSetUp grz 1/
Data import forn 1
Data import forn 1
add link to scan i
2
2

link to class ros
2
26
3
3
add link to scan 2/

add link to scan
Link Roster her Be sure to notify 4/

5
5w
»

E B

Num Lock
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Forms in Datasheet View

Home Create External Data Database Tools Help Quick Mavigation SBS Tools

HCDIDrs*
) . Fonts -
1) Right Click

Views S — EMmes

Class Description
Sl C ertification - CMM operation
| Certification - CMM operation
+| Certification - CMC operation
+| Certification - Bonding Tech |
| Certification - CMM operation
| Certification - Bonding Tech I
| Certification - Bonding Tech |
+| Certification - Bonding Tech |
+| Certification - Bonding Tech |
| Certification - Bonding Tech |
| Certification - Bonding Tech |
+| Certification - Lathe operation

El Main Menu le Edit Training Event |

Datz
Q
Background Alternate
Colar=  Row Color -
Tools Formatting
- Rev »~ | Location ~ | Category ~ Trair
"5 Close Certification
“5 Close Al Certification
=oEEa rise: offsite Certification
= Form View Certification TRN
Datasheet View Certification
i Certification TREM
0. Gilliam Certification TRM
as Certification TRM
AA 2) Select Certification | TRN
FFFF Datasheet View Cerification | TRN
Fred Daily UT T Certification TRM
F. Foly Certification
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Datasheet View

» Drag column to re-arrange column order
» Drag column separator to change width (double-click to auto re-size)
» Sort and filter with a click on the right button

=8 Main Menu |:7| Edit Training Event
Class Description -t | Instructor - Rev +~ | Location -
* 100 - 53 Principles of workplace organization 2 [ s pto 7
+ 100 - 55 Principles of workplace organizatiol - . ns
+ 100 - 55 Principles of workplace organizatiol Al SertZtoA
+ 100 - 55 Principles of workplace organizatior %, n3
+ 100 - 55 Principles of workplace organizatio Text Filters N
+ 100 - 55 Principles of workplace organizatiol ling room
+ 100 - 55 Principles of workplace organizatiol
+ 100 - 55 Principles of workplace organization - uwu
+ 100 - 55 Principles of workplace organization  Bill Chyton
+ 999 - Work Instruction use and approval GG
+ 999 - Work Instruction use and approval GG
+ 899 - Work Instruction use and approval FF
+| Bond Cure and clean-up 55
+ Bonding complex geometries me
+ Bonding with Elastomers Fred Daily room 4
+ Certification - Bonding Tech | FFFF
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Return to Form View

» Right click tab - select Form View to return to form view

+ 100
+ 100
+ 100
+ 100
+ 100
+ 100
+ 100
+ 100

O 4NN

=8 Main Menu |:_=] Edit Trmo—=— ===+ ¢

Class Descri

- 55 Principles of wor " Close
- 55 Principles of wor =
- 55 Principles of wor

- 55 Principles of wor

- 55 Principles of wor [ Datasheet View
- 55 Principles of workprace organization
- 55 Principles of workplace organization
- 55 Principles of workplace organization

Cloze All

Eorm View

L 2 T e (PSS-S NNy USRI oSN PR U U YT

nstructaor
ank Fegg

3
Walters

UJ (¥ F)

i3
Sameer
oD

L Tl D I (R R

01

Re
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ADDING, EDITING, AND
DELETING RECORDS
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Editing a record

ﬁ Main Menu

4

=5| Edit Training Event <

Event 1D (215
Clagzz Date:™ |3412/2016
Ciate Time
Start | 31222016 17:00:00 AM
End:
Diuration [hre): 11.00
Scheduled: Complete: []
Comment;
Recertification Required: D
Attendees:
Employee Mame ~ | Employee I -~ | Pass « | Sca
Boama, Michelle t |:|
Josot, Duely 11 ]
* (m]
Record: Tof2 L Search
To delete an attendse, select the B to highlight the row and press "D

' -8 M{in Menu

| =3 Edit Training Event < |

il Ewent ID: 215

Record Selector changes to
Pencil when record is being

edited
- /
Scheduled: Complete: [7]

e A
...At this point the change may

be cancelled by pressing the

~

Class
[SCH

Train

te of Reg. F

Esc key on the keyboard
Attendee_

Employee Mame ~ | Employee Il ~ | Pagss ~ | Sco
Boama timn —

. To save a record:
« Click on the record selector,
 change records,
« click a save button, or
* close the form

...0Once a record is saved or
deleted, there is no way to
cancel or Undo the change.

Record:

rel - |5Sc
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Delete a Single Record

58] Main Menu | =S| Edit Training Event <
Ewent D 267 Clazs Description: 100 - 55 Principles of waorkplace organization o Filkers:
Class Date:* |2/15/2019 Scheduled [ ]
Instructor: |Frank Feogg w | Rew

1) Click Record Selector _ Completed
e hlgh“ght the record 5B5 Training Database™ Class: I—V

Duration [hrs): [0.00 Apply Filter Show Al
e You are about to delete 1 record(s).
2) Press DELETE on the | | _ _ _ Datasheet
ki b d If you click Yes, you won't be able to undo this Delete operation. §
€yboar Are you sure you want to delete these records?
:  Yes Mo
> Add Mew
Recertification Reguired: Date of Req. Re-cert. Fear
Attendees:
Employes Mame -~ | Employee D - | Pass - | Scorel - | Score? - | Scored - ] Test/Cerificate link Save
* - O 3) Confirm Record
Deletion

Note: Once the DELETE action is confirmed,
the records are permanently deleted
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Delete Multiple Records

[ = main Menu | ==] Edit Training Event < |
2

Ewent ID: | 267 Clazz Descrption: |100 - 55 Principles of workplace organization " Filters:
Class Date:* [2415/2019 =
— — Instructor: |Frank Reag w | Rew o

Start: Location:
End: Clags: |_
- Category: |General

Diuration [krs): (0,00 Training Material: [SOP1111 Apphy Fil
Scheduled: [] Complete; Foster Link: D

CtrHH to add link to a3 fik

1) Click Record
Selector to highlight
the 1st record

Recertification Required: Date of Req. Re-cert. 41 Vear
ttendees:
Employee Mame ~ | Employee I -~ | Pags ~ | Scorel ~ | Score2 - |Scored « Ewaluation / Comment - Test/Certificate link -

Admin, . ]

Boama, Michelle ]

Daily, Fred 099 ]

Josot, Duely 11 ]

Push, George 3434 |:|

Rack, B. |:|

Rock, H. |:|

Smith, Brad 09 ]

Smith, Brad 039 ]

Smith, Brad 09 ]

Smith, Brad 09 ]
* (m]
Record: M 4 |8 of 11 LI Search

To delete an attendee, select the P to highlight the row and press "Del” on the keyboard.
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Delete Multiple Records

=8 Main Menu | ~=| Edit Training Event |
’ .
Event ID: | 267 Clazz Description: (100 - 55 Principles of workplace organization " Filters:
Clazz Date:* |2/15/2019 5
Date Time Instractor: |Frank Reogg W Rew c
Start: Location:
Erd: Class |_
- Categony: |General
Diuration [hrs): [0.00 Training Material: |[SOP1111 Apply Fit
Scheduled: Complete: [ Rogter Link: C
O |:| CtriK to add link to a fik
Cornrnent; e __
5BS Training Database™
Recert You are about to delete 4 record(s).
Attendees:
Employee Name -~ | Emp I If you click Yes, you won't be able to undo this Delete operation. ~ | TestiCertificate nk -
Admin, . Are you sure you want to delete these records?
Boama, Michelle :
Daily, Fred 0o e Mo
b
Josot, Duely 11
Push, George 3434
Rack, B. ~
Rock H, 4) Confirm Record
Smith, Brad 09 D | .
Smith, Brad 09 eletion )
Smith, Brad 09

08

ith, Brad

*

Record: M Search

2) Hold SHIFT key
down and select last
record selector

To delete an| press

3) Press DELETE on the
keyboard

— -/ EOO00O0O00
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FINDING AND FILTERING
RECORDS
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Finding records using global search

:7| Main Menu | j Edit Training Event < |
>

Ewent ID: 225 Class Description: | Bagification - CMM operation Filters:

Class Date:® [12/29/2016

Date Time Instructar: |54,

Start: [12/30/201312:59:59 PM Laocation:
End: |12/30/2025 12:59:59 PM

~

The 1st instance of

Categony: | Certification

Diuration [hrsl: [100.00 Trairing Material: the SearCh String iS
Scheduled: [ Complete: Roster Link: S dlsplayed
CtrH
. 7 )
Cornment:
...Press ENTER on the
Recertification Required: Date of Req. Re-cett. | 12/29/2017) | +1 Vear keyboard to flnd the
Attendees: _ next occurrence
Employee Name -~ | EmployeelD ~ | Pazs -~ | Scorel - | Score2 + | Scored - Evaluatluna'tum}\
Josot, Duely |11
Stelpah, Jack 1999 I
* [m]

Enter a text string
into the search field

Record: M 1af2 ]

To delete an attendee, select 1

Record: 4 4 [50f59 | » w v+ | W Filtered | [cert
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Finding records with advanced search

» Click on the form field that you want to search
» Click on the Magnifying Glass in the Ribbon

Home Create External Data Database Tools Help Quick Mavigation SBS Tools

o
E 2 cut Y l;—\ scending T/ Selectio D == New p 0. Replace
'+ Spelling . P GoTo-

E® Copy ending o Advanced -
View Py Filter ng LA Refresh = Find

- 24 Remave Sort "W Toggle Filter All- X Delete ~ : [ Select -
Views Clipboard Sort & Filter Records Find

» Enter search criteria
»w Find What: (enter your search string)

»w Look In
o Current field or
o Current document (form) — same as global search

» Match
Find  Replace

2 Tell me what you want to do

Text Formatting

d Any Part of Field Find What: | Cert

~| [ Find Next

« Whole Field (exact match)

. Look In: Current field ~
° Sta rt Of ﬁeld Match: Any Part of Figld
, Any Part of Field
Search: Whole Field
Start of Field rch Fields As

Formatted

Cancel
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Using Form Filters

» Display or Find one instance of the string you want in the filter's results.
» 1) Select the string

» 2) In the “Sort & Filter” ribbon section, Click “Selection”
»w 3) Choose filter type:

« String “Begins with” Home Create External Data Database Tools Help
String “Does NOT begin with”
* . g “ N g o6 Cut 2l Ascending Y Selection -
o String “Contains Bac 2| -
H A\ /] . = o . ,._.. i ans -
« String “Does NOT contain View P ity A Descending ] Advanced

- E Remove Sort TT:::ggIE Filter

Yiews Clipboard Ma Sort & Filter

» Filtered forms will display a limited set of records
» The total number of records will change
»w The filter indicator will change to “Filtered”

Record: M 1of12 |k K b YFiItered |Search

Form View
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Using Form Filters

*w E [ 5 SBS Training Database™
Home Create External Data Da ols Help Quick Mavigation SBES Tools £ Tell me what you
6 Cut Y %l Ascen Selection = ||_:E] =1 M z p EEC Replace
E® Co Zlp di : ith "Certification” Spelli = GoTo-
View Py Filter .ﬁ.l escending Begins With "Certification pelling Find .
N 7# Remove Sort Does Not Begin With "Certification” | 5 Select -
Wiews Clipboard I Sort & Filts Contains "Certification” Find
IE' Main Menu | IE' Edit Training Event < Does Mot Contain "Certification”
» —
Ewent ID: |215 Class Description: |[MSMpe=mag - Cht operation v Filters:
Class Datec* | 341242016 [SEHEDULED] ,
Date Time [ mgtruct w | Rew |
Skark: |3/12/2016 11:00:00 A Location:
End: Clazz I-
- Categony: | Certification
Diuration [hrl: [1.00 Training b aterial; Apply F
Scheduled: [ Complete: Rozter Link:
P I:l Ctrl-K, to 3dd link to a fik
Cornrment:
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Using Form Filters

» To reset the filter,
w Click the “Toggle Filter” on the “Sort & Filter” ribbon

Home Create External Data Database Tools Help

26 Cut Y -_'ev‘l Ascending Y Selection ~

View ER Copy Filter :E_lDescending 1E;ﬂu:lvar'n'_eu:l*'

- % Remove Sort [T Toggle Filter

Views Clipboard T Sart & Filter

» Or Click the “Filtered” button at the bottom of the form

|
Record: M 1ofi12 LI 1 |Search

Form View

» Note that the button changes to and the record count will change
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SORTING RECORDS
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Sort Records

» Click on the field you want to sort
» Click on the sort Ascending or Descending button in the ribbon

’fl Ascending

.:..I, Descending

Rermowve Sort

-

ols Help Quick M
Selection = D

| Sl d-

-] Advance Refresh
Toggle Filter All~

Sort & Filter

R o
File Home Create External D
View Filt '
Yiews Clipboard M
=5 Main Menu |:_=] Edit Training Event
2
Ewent ID: [215
Class Date:* [3/12/201H it
Datz Time
Start: |3/12/2016 11:00:00 Abd
End:
Dration [hrsl 11.00
Scheduled: Complete: [ ]
Comment:

Clazz Description: |Certification - C
[SCHEDLELD)
Ingtructor: | Buster P

Lacatian:

Categony: |Certification

Training k.aterial;

Roster Link:
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Finding data in Datasheet View

» Sort and filter with a click on the right button

=8 Main Menu |:_=] Edit Training Event
Class Description Instructor « Rev +~ | Location -
* 100 - 53 Principles of workplace organization 2 [ s pto 7
+ 100 - 55 Principles of workplace organization - ) n&
+ 100 - 55 Princigles of wnrkglace Drganizatim Al SertZtoA
+ 100 - 55 Principles of workplace organizatior %, n3
+ 100 - 55 Principles of workplace organizatio Text Filters N
+ 100 - 55 Principles of workplace organizatiol ling room

+ 100 - 55 Principles of workplace organizatiol
+ 100 - 55 Principles of workplace organization - uwu
+ 100 - 55 Principles of workplace organization  Bill Chyton

+ 999 - Work Instruction use and approval GG
+ 999 - Work Instruction use and approval GG
+ 899 - Work Instruction use and approval FF
+| Bond Cure and clean-up 55
+ Bonding complex geometries me
+ Bonding with Elastomers Fred Daily room 4

+ Certification - Bonding Tech | FFFF
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TIME SAVING TRICKS


http://www.sundaybizsys.com/

Time saving tricks

Action ___________________|Keyboard combination

Enter the current date Ctrl + ;
Enters the current time Ctrl + Shift
Enters the previous value in the field Ctrl +°
Search for records (find) Ctrl + F
Move to the next field Tab key
Move to the previous field Shift+Tab

Open the Print dialog box for reports Ctrl+-P
Open the Find and Replace dialog box Ctrl-+H
Add a new record Ctrl-+-Plus Sign (+)
Exit Access Alt+F4
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CUSTOMIZE ACCESS
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Hide or Display the Access Ribbon

» Ribbon may be hidden

SBS Training Database™

Ribbon is hidden

. T M =
i I = B :
File Home Create External Data Database Tools Help Quick Navigation SBS Tools 2 Tell me what you want to do
E Main Menu | E Edit Training Event <
y E 1D
ventID: 1215 Claszs Description: | Certification - CMM operation e Filters:
Class Date:* [3/12/2016 [SCHEDULED) Scheduled [
Instructor: | Buster P. Rew:
Date Time = Completed
Start: |3/12/2016 11:00:00 Ak Location:
Clazz:
End: — =
Category: |Certification
Pin the ribbon
"’“. = S = SBS Training Database™ Andrew Stack - O x =
Home Create External Data Database Tools Help Quick Navigation SES Tools 2 Tell me what you want to do Z
Y El Ascending Y: Selection - r =1 Mew p 53(
Z| Des i T Advi - Hsay, v >~
View Filter “l Descending -] Advanced Refresh u= Save v Find
- 7# Remove Sort W Toggle Filter All~ - k-
Views Clipboard F] Sort & Filter Records Find Text Formatting
| DA (371272016 | UL AR (| Location:
End: Clags: “ ! Pin the ribbon (Ctrl+F1)
. Categony: Certification Like seeing the ribbon? Keep it open
Duration [zl [1.00 Training Material Apply Fitter Show Al while you work.
Scheduled: . Roster Link: D atashest
Fneede Fompiste: [] P by 2AA ik 3 Fil ashee I
» Coll the ribb
"H. = g [ ] SBS Training Database™ Andrew Stack — O K =
Home Create External Data Database Tools Help Quick Mavigation SBS Tools 2 Tell me what you want to do O
Y El Ascending T Selection - 1= New p 9?(
%l Descending T Advanced ~ H sav v 2~
View Fiter A+ Descending T2 Advance Refresh = 000 ¥ Find
- 7.# Remove Sort Y Toggle Filter All- - h T
Views Clipboard ] Sort & Filter Records Find Text Formatting A
[F8] Main Menu | 3] Edit Training Event X | | Collapse the Ribbon (Ctrl+F1)
4 Need a bit more space? Collapse the
EventID: 215 Class Desciiption: Certification - Chi operation - Filters ribbon so only theptab name:p:hcw.
Class Date:* [3/12/2016 [SEHEDULED) Scheduled  []
Date Time Instiuctor: |Buster P w| FRev Frmmieted 1 I
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Quick Access

Toolbar

» Quick Access Toolbar is great for commonly used functions

5 5BS Training Databi

Ty iz 5 Ef
Home Create External Dat Database Tools
Y %l Asc
View Filter ;l Desc
- Z# Rem
Views Clipboard T 5
=5 Main Menu |E| Edit Training Event <
2
Event1D: 215
Clazz Date:™ |312/2006
Date Time

Help Quick Mavic

Y Selection -

Quick Access
Toolbar

Re

Clazs Description: |Certification - Chdkd
[SCHEDLELD)
Ingtructor: | Buster P
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Quick Access Toolbar

» Add a command to the Quick Access Toolbar (from the ribbon)

» On the ribbon, click the appropriate tab or group to display the command that you want to add to
the Quick Access Toolbar

» Right-click the command,
»w then click Add to Quick Access Toolbar on the shortcut menu

ABC a":v (et —
Spelling & Ne Translate Language New L
Grami — = 2

Prol| Add to Quick Access Toolbar N

Wy

Show Quick Access Toolbar Below the Ribbon

Customize Quick Access Toolbar...

Customize the Ribbon...

Unpin the ribbon
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Quick Access Toolbar

Access Options

General

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
CQuick Access Toolbar
Add-ins

Trust Center

Choose commands from: (D

Commands Mot in the Ribbon

E.E Customize the Quick Access Toolbar.

M

<5eparator>

About

Add a Hyperlink
1 Add-ins
AppForOffice Control
Arrange lcons
Attachment

Aide

Autocomplete Control
AutoFormat

Bound Object Frame
Button (Form Control)
Cascade Windows

¥ O Bx 4]

Check Access Services Compati...
Check Box (Form Control)

Cloze Window

Collapse the Ribbon

COM Add-ins...

Combo Box (Form Contral)

S N
x
-

5

fu}
|

Convert Macros to Visual Basic

Create Shortcut...
Create Shortcut Menu From Ma...
Custormize Quick Access Toolba...
Customize Ribbon

Create a copy of this objectasa ...

s

[] Show Quick Access Toolbar below the

Ribbon

Add ==

<< Remove

Custorize Quick Access Toolban(D

| For all documents (default)

Save
Compact & Repair Database

Make MDE File...
Linked Table Manager
Cuery Design

i+ Align Bottom

i Align Tep

[&  Align Left

| Align Right

T} Size to Fit

HEl Stacked

Tabular

Customizations:

Import/Export ¥ [

‘GI{

| ‘ Cancel

obon
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SUNDAY
BUSINESS SYSTEMS

OQOMS Software solutions for

Document control

Corrective and preventive action management
Non-conformance tracking

Audit Management

Control of calibrated equipment

Employee training management

Supplier management

FMEA / Risk management

Preventive Maintenance

Visit www.SundayBizSys.com for:

eAdditional information
eFree product demos
ePricing

eLinks to purchase software

© 2019 Sunday Business Systems. All rights reserved. This presentation is for informational purposes only.
Sunday Business Systems MAKES NO WARRANTIES, EXPRESS OR IMPLIED, IN THIS SUMMARY. Microsoft is a
registered trademark of Microsoft Corporation in the United States and/or other countries.
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