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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. 

 

 

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 ς 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 ς leave the shift 
key held down until the database has opened. 
 

 

The database should now open in 
maintenance mode. 
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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. 

 

 

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 ς 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 ς leave the shift 
key held down until the database has 
opened. 
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The database should now open in 
maintenance mode. 

  

 

To set a password: 
From the TOOLS menu select SECURITY 
then SET DATABASE PASSWORD. You will 
be prompted to enter your chosen 
password twice. 
 
To remove a password: 
From the TOOLS menu select SECURITY 
then UNSET DATABASE PASSWORD. You 
will be prompted to enter the existing 
password. 
 
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. 
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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. 

 

 

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 ς 
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 ς 
leave the shift key held down until the 
database has opened. 
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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 ς 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). 
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Behaviour Support Database Supplementary Instructions Sheet 4 

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. 

 
 

 

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 ς 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 ς leave the shift 
key held down until the database has 
opened. 
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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 Incident Ref 
column. 
 
Carefully click the grey box on the left-hand 
side of the row. Hit the DELETE (or DEL) key 
on your keyboard. You will be prompted to 
confirm the deletion of one record. 
 
NOTE: Take very great care ς there is no 
άundoέ for this operation. 
 
Close the table (FILE menu, CLOSE) then close 
the database (FILE menu, EXIT). 

 

 


