Behaviour Support Database Supplementary Instructions Sheet 1

Opening the database in edit mode to perform maintenance operations

Please note that the following illustrations all show Microsoft Access 2003 running with
Microsoft Windows XP. Combinations of Access 2000 or 2007 and Windows 2000 or Vista
each look slightly different but the procedures to be followed are largely the same.

_) My Documents.

bm Recent Documents +

ERARDG@D DR GRS

it Visual Web Developer 2005 Express Ediion

oft SOL Server 2005

| Log OFf Turn OFf Computer I
9 i I
9 )] DocurentL - Mctoscf... |

15 o s - Fullversion [v] @ -1 @ X [ 53~ Toos~

#| Microsoft Access

i Fle Edt Wiew Insert Tools Window Help

RN R I R A RN SRR R: R R A== =R

@ bsd : Database (Access 2000

(Fiopen Wpsson Tniew | X | 20 = 2 [EH]

Objects Name
1 taks || O Incdents- Behaviour Staff

%5 Pages
2 Macros
G Modules

J  Incidents - Setting Events
1 Incidents - Staff

1 Incidents - Students

Open Microsoft Access through the START
menu, usually by choosing ALL PROGRAMS
then navigating to MICROSOFT ACCESS.

Using the FILE menu then OPEN, navigate to
the drive and folder where the Behaviour
Support Database is stored ¢ the file name is
bsd.mdb.

Highlight the file name it with a single click.

If your database has a password:

Click the OPEN button. When the password
box appears, type in the password but
BEFORE CLICKING OK, HOLD DOWN THE
SHIFT KEY on the keyboard and leave it held
down until the database has opened.

If your database does not have a password:
HOLD DOWN THE SHIFT KEY on the keyboard
then click the OPEN button ¢ leave the shift
key held down until the database has opened.

The database should now open in
maintenance mode.

support@behaviour-database.org



Behaviour Support Database Supplementary Instructions Sheet 2

Changing or setting a database password

Please note that the following illustrations all show Microsoft Access 2003 running with
Microsoft Windows XP. Combinations of Access 2000 or 2007 and Windows 2000 or Vista
each look slightly different but the procedures to be followed are largely the same.
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Ensure that no one else has the database
open.

Open Microsoft Access through the START
menu, usually by choosing ALL PROGRAMS
then navigating to MICROSOFT ACCESS.

Using the FILE menu then OPEN, navigate
to the drive and folder where the
Behaviour Support Database is stored ¢ the
file name is bsd.mdb.

Highlight the file name it with a single click.

If your database already has a password:
Click the small arrow on the OPEN button
to see a drop-down list and click on OPEN
EXCLUSIVE. When the password box
appears, type in the password but BEFORE
CLICKING OK, HOLD DOWN THE SHIFT KEY
on the keyboard and leave it held down
until the database has opened.

If your database does not have a
password:

HOLD DOWN THE SHIFT KEY on the
keyboard then click the small arrow on the
OPEN button to see a drop-down list and
click on OPEN EXCLUSIVE ¢ leave the shift
key held down until the database has
opened.

support@behaviour-database.org
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The database should now open in
maintenance mode.
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To set a password:
From the TOOLS menu select SECURITY
then SET DATABASE PASSWORD. You will
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password twice.
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To remove a password:

From the TOOLS menu select SECURITY
then UNSET DATABASE PASSWORD. You
will be prompted to enter the existing
password.
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User and Group Permissions. .
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User-Level Security Wizard, .,

Encode/Decods Database. ..

To change a password:

Carry out the procedures above to first
remove the existing password then set a
new one.

Close the database and reopen in the
normal way.

support@behaviour-database.org



Behaviour Support Database Supplementary Instructions Sheet 3

To associate an incident with a different client

(if no client or the wrong client was selected at time of input)

Please note that the following illustrations all show Microsoft Access 2003 running with
Microsoft Windows XP. Combinations of Access 2000 or 2007 and Windows 2000 or Vista
each look slightly different but the procedures to be followed are largely the same.
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You need to know the Client ID number of
the correct client. This is the number in red
on the right of the list of clients (accessed
by clicking the INCIDENTS button from the
initial menu screen of the database.

Now close the database.

Open the database in edit mode following
the instructions in Sheet 1

Using the FILE menu then OPEN, navigate
to the drive and folder where the
Behaviour Support Database is stored ¢
the file name is bsd.mdb.

Highlight the file name it with a single click.

If your database has a password:

Click the OPEN button. When the
password box appears, type in the
password but BEFORE CLICKING OK, HOLD
DOWN THE SHIFT KEY on the keyboard and
leave it held down until the database has
opened.

If your database does not have a
password:

HOLD DOWN THE SHIFT KEY on the
keyboard then click the OPEN button ¢
leave the shift key held down until the
database has opened.

support@behaviour-database.org
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5167 78 13/06/2007 03:30 00:00 Transition to | Other Care
5168 1 14/06/2007 03:30 00:00 Transition to Main school stairs Care
5169 56 14/06/2007 10:45 00:00 Interactive st Library Sche
5170 9 14/06/2007 11:15 00:00 Drinks/Supp  Class 4 Sche
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5172 78 T4/06/2007 03:56 00:00 T Wivideo/M  Reculver Lounge Care
5173 9 15/06/2007 03:30 00:00 Transition to Class 4 Sche
5174 24 15/08/2007 1000 00:00 Circle time/T  Class B Sche
5175 9 15/06/2007 13:.05 00:00 Meal Class 4 Sche
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5193 75 19/06/2007 08:0a 00:00 Personal Ca Marlborough Bathraom Care
5194 60 19/06/2007 11:26 00:00 other Food technology Sche
5195 1 20/08/2007 08:10 00:00 other Marlborough Launge Care

The database should now open in
maintenance mode.

Select TABLES in the list of objects on the
left then, in the main window, double-click
to open INCIDENTS.

Identify the incident from the information
available ¢ the most recently input will be
at the bottom of the table.

Carefully key the correct Client ID number
in the Pupil ID column, either filling in a
blank if no client had previously been
input, or overwriting the number already
there to change the client association.

Close the table (FILE menu, CLOSE) then
close the database (FILE menu, EXIT).

support@behaviour-database.org
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To delete an incident

(take care, this is not recommended and cannot be reversed)

Please note that the following illustrations all show Microsoft Access 2003 running with
Microsoft Windows XP. Combinations of Access 2000 or 2007 and Windows 2000 or Vista
each look slightly different but the procedures to be followed are largely the same.
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You need to know the Incident Reference of
the incident to be deleted. This is the number
on the right of the list of incidents for a client
(accessed by clicking the INCIDENTS button
from the initial menu screen of the database
then the INCIDENTS button alongside the
relevant client..

Now close the database.

Open the database in edit mode following
the instructions in Sheet 1

Using the FILE menu then OPEN, navigate to
the drive and folder where the Behaviour
Support Database is stored ¢ the file name is
bsd.mdb.

Highlight the file name it with a single click.

If your database has a password:

Click the OPEN button. When the password
box appears, type in the password but
BEFORE CLICKING OK, HOLD DOWN THE
SHIFT KEY on the keyboard and leave it held
down until the database has opened.

If your database does not have a password:
HOLD DOWN THE SHIFT KEY on the keyboard
then click the OPEN button ¢ leave the shift
key held down until the database has
opened.

support@behaviour-database.org
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Close the table (FILE menu, CLOSE) then close
the database (FILE menu, EXIT).
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