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1.0 Introduction.

This data was obtained from the Town of Bedford.
On the accompanying CD there are five folders as
shown in Figure 1.0

@ C:\A_BedfordDB M=E3
File Edit ‘iew Favorites Tools Help ﬂ'
— »
> 7, ir 7~ Search Folders ¥ x
Address |25 Ci\4_BedfordDE b4 a Go
Mame Size  Type Date Modified
[)hccess File Folder 1041872007 5:46 PM
|[)Adobedcrobat File Folder 1041372007 12:59 PM
|[Z)Excel File Folder 1041212007 4:55 PM
|[IMicrosoftord File Folder 1041372007 12:59 PM
[ TextFie File Folder 107122007 2:02 PM

Figure 1.0 CD Folders.

TextFile. This is the file obtained from the Town of
Bedford.

Excel. This is the TextFile converted into an Excel
spreadsheet.
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Access. This is the Excel spreadsheet converted into
an Access database with various form for searching
the database and printing reports.

MicrosoftWord. This is the entire database formatted
as a Microsoft Word Document.

AdobeAcrobat. This is the entire database formatted
as an Adobe Acrobat Document

The Text, Excel, Microsoft Word and Adobe Acrobat
files are considered self- explanatory. The purpose
of this document is to explain the use of the Access
Application.

2.0 Application.

All the information in the Application is accessed
through forms. These forms are presented in 4 logical
steps.

Stepl Choose the type of search.

Step 2 Choose the appropriate search criteria.

Step 3  Review the results.
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Step4  Print the results.

The information from the Town of Bedford is not
editable. However, there are 2 added editable fields
(Flag, Comment). These fields can be edited in Step
3.

3.0 Forms

When the Application is first opened the Start Up
form shown in Figure 3.1 will be displayed.

3.1 Stepl

Four options are available - Search by Name, Search
by Address, Search by Other, and Show All. The first
3 open the forms discussed in the following section
that allow you to filter the information displayed. The
4™ <Show All’ takes you directly to the form shown in
Figure 3.3.2 Long Form displaying all the data in the
database. There are over 10,000 entries. This is a lot
of information, but if you are familiar with the built-in
Access search capabilities you can use these to filter
these results as desired.
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3.2 Step?2

There are 3 preset searches — Search by Name, Search
by Address, and Search by Other. Each leads to the
form shown in Figure 3.3.2 Short Form.

Bedford Census2006 - [Bedford Start Up] M=1E3

File Edit Wew Insert Format  Records  Tools  Window  Help -2 X
Tahoma - 8 - B I U A . 2

E-Hn &V

Bedford Names
Start Up

BT

Search by Address ‘

Search by Other ‘

Show all |

Quit &pp

Daka provided by the Town of Bedford. Data edited For consistency by Wela Yentures.
Application written by Yela Yentures. v Welabentures. com Contact s For Customization

Farm Wiew

Figure 3.1 Start Up Form.
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3.2.1 Search by Name.

Microsoft Access - [Bedford Name Data]

File  Edit  Wew Insert Format Records Tools  indow  Help -8 X
Tahoma - 10 - B I U EE= & - é - »
E-da &Ry #

Bedford Name Data

Total Records  |10429

LastMName | -

| []

DB Start| 1/1,/1900 End| L2020 mnfddfyyyy

Find ‘ Refresh ‘ Close Form‘ Quit App ‘

Farrm Yiew

Figure 3.2.1 Search by Name.

When the form shown in Figure 3.2.1 opens, you can
choose a name from the Last Name Dropdown Box.
After Last Name is chosen the First Name Dropdown
Box will be enabled and populated with the First
Names associated with the Last Name chosen. A First
Name does not have to be chosen.
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You can also filter by the Date of Birth (DOB). After
the choices are made click on the Find Button and the
form described in paragraph 3.3.1 will appear.

3.2.2 Search by Address.

Microsoft Access - [Bedford Address Data] E'@'E'
File Edit “iew Insert Format Records Tools ‘Window  Help -8 X
Tahama + 10 - B I U E= &v év 1‘-’3

Bedford Address Data

Total Records  [10429

Street Name

S (S

Find | Refresh | CIoseForm| Quit App |

Form Yiew

Figure 3.2.2 Search by Address.

When the form shown in Figure 3.2.2 opens, you can
choose a street from the Street Name Dropdown Box.
After Street Name is chosen the Street Number
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Dropdown Box will be enabled and populated with
the Street Numbers associated with the Street Name
chosen.

After the Street Number is chosen the remaining
Dropdown Boxes will be enabled and populated with
any Letters or Unit Numbers associated with that
Street Number. Usually there are none.

A Street Number, Letter or Unit Number does not
have to be chosen.

After the choices are made click on the Find Button
and the form described in paragraph 3.3.1 will appear.

3.2.3 Search by Other.

When the form shown in Figure 3.2.3 opens you can
choose any or all of the items in the Dropdown Boxes.

After the choices are made click on the Find Button
and the form described in paragraph 3.3.1 will appear.

Printed 1:53 PM 11/10/2007

Microsoft Access - [Bedford Other Data]

File Edit Wew Insert Formak Records Tools  Window  Help -8 X

Tahoma + 10 - B F U E=E

M-EHH SRY i

Bedford Other Data

Total Records  |10429

Occupation || j
Precinct | j
Mationality | B |

g [ ey [

DOB Start|  1/1/1900End |  1/1/2020  meojodfyyyy

Find | Refresh | CloseForm| Quit App |

Farm View

Figure 3.2.3 Search by Other.

3.3 Step 3.

The only editable data on either form is the ‘Flag’ (an
integer from -32,768 to 32,767) and the ‘Comment’
(255 characters of text). You are free to use these
fields as you see fit.
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Example for a salesman

)
Q

Meaning

No Interest

To Be Contacted
Contacted — No Follow Up
Contacted — Follow Up
Sold

Funds Collected

Product Delivered

OO WINIFLIOT

Table 3.3 Use of the Flag.

The Comment would contain any amplifying
information.

Once you have entered a Flag it will appear in the
Flag Dropdown Box on the form shown in Figure
3.2.3 Search by Other.

The default value of Flag is 0 and the default value of
Comment is ‘none’

3.3.1 Short Form.

Draft
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Bedford Census 2006 - [Bedford People] (=E3
File Edit Wiew Insert Formab  Records  Tools  Window  Help -8 X

Tahoma - 10 - B I U EE=E D-A-2
E-Hx glv = ARARR vl Y

il

Bedford People

Criteria by Name

Last Mame First Marne Middle Marme
|CLARK [10HmM E
MNumber  Letter Street Marme Unit

w7 [ [p2v15 RD

DOB Cccupation
| |SOFTWARE DEY

Only items BelowThis Line Are Editable
Flag Comrment

| 1 |Vela Wentures Developer
Quality Code Good Prices  Prompt Services

Save Undo Mare ‘ Datasheet ‘ Report ‘
First ‘ Prew ‘ Tlext ‘ Last |Check.ﬂ.ddress Close Form ‘ Quit App ‘

Record: 14 1 k|l of 3

Forri Wiew

Figure 3.3.1 Short Form,

The subtitle “‘Criteria by Name’ indicates the type of
search criteria. The alternatives are ‘Criteria By
Name’, ‘Criteria By Address’, “Criteria By Other’ or
blank (i.e. which search form opens this form).
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The button “‘More’ will open the form shown in
Figure 3.3.2 Long Form showing the same
information.

The button ‘Datasheet” will present the data in a
spreadsheet format.

The button ‘Report’ will open the form shown in
Figure 3.4 which is used open the Access reports.

The button *Check Address’ will open the “Search by
Address’ form, fill in the address data for the
individual displayed and the reopen this from with the
new information.  This button is useful if after
finding and individual you wish to know who else is
also living at that address. This button is available
only after a search by name.

You can toggle between these form by using the More
and Less Buttons.

Note. The form BedfordPeople must be closed
before initiating another search.

Draft
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3.3.2 Long Form.

The use of this form is similar to form shown in
Figure 3.3.1. The primary difference is that this form
presents all the information in the database (well
almost all as of 18 October 2007).

Ed Microsoft Access - [qryWorking] Q@@
Ele Edit Wew Insert Format Records Tools  Window Help ~ . 8 X
M5 Sans Serif - 10 - B I O = A~ Z

E-Em &RV 2 2LEL Y R B e Rk

Bedford All Entries

Criteria by Name

Inclex [ 1700 DOB [

Cacle [pECIN1 033000 Sex [

Last Name |CLARK Mationality |

FirstName — [JOHR Precinct [ 1
Middle MName |G Party [R

Cualifier | Occupation |SOFFWARE DEY

Street Number | 1D?| “oter |A

Letter |
StreetMName |DAVIS RD Mailing Address

Unit [ [107 DAVISRD [

ZIP [m1730-1507 [BEDFORD [MeA [m1730-1507
Only items BelowThis Line Are Editable

Head of House |Y

Flag Comment
\ 1

Vela Ventures Developer
Quality Code Good Prices Prompt Services

Save Undo Less Datasheet | Report ‘

First ‘ Prew

hext

Last ‘ Close Farm Cuit App ‘

Record: |4 | 4 3 P | MMk of 3

Form View

Figure 3.3.2 Long Form.
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3.4 Step 4.

There are 4 reports (not shown in this document). The
first three contain the search criteria in the report
header. The fourth is all the data without and any
search criteria. The type of report is determined by
which of the search forms described in Step 2 was
used.

Bedford Names

Choose Report Content

Report Content

" Shaow Basic Data

* Shaw Basic Data and Comments
 Show &ll Data

Quit App ‘

iContinue Cancel ‘ Close Form

Figure 3.4 Choose Report Content.
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There are 3 levels of these reports. The first level is
the data displayed in Figure 3.3.1 Short Form without
the “’Flag” and ‘Comment’. The second level in the
data displayed in Figure 3.3.1 Short Form with the
“’Flag” and ‘Comment’. The third level is the data
displayed in Figure 3.3.2 Long Form.

These reports are Microsoft Access reports.

4.0 Summary.

The information in the database is accessed in a
logical 4 Step manner as previously described. The
many control buttons on the forms are intended to be
self explanatory. To keep this document short no
detail about their operation has been provided.

Through the use of these forms there is no way to
compromise the data provided by the Town of
Bedford.
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ReadMe2006.doc Draft

5.0 Installation.

You can read the Excel, Word, and Text files from the
CD but you can not save changes to the CD. To make
changes to these files they must be copied to your
hard drive or a writeable media.

To use the Access Application it must be copied to
your hard drive or a writeable media. The
application needs to read and write temp files.

Depending on the security settings on your computer,
you may get the following warning.

Security Warning ; x|

Opening "Ci A G0\ Bedford2006) Access | Bedford2006. mdb"

This file may not be safe if it contains code that was intended to harm wour
compuker.
Lo wou want to open this file or cancel the operation?

=) | Mare Info

Cance|

=

Figure 5.0 Security Warning.
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This file contains a lot of code. The code is what
makes it work. It does not contain any code intended
to harm your computer. Click Open and continue. If
you are unsure of the origin of the code and desire a
fresh copy please contact Vela Ventures for new copy
(gratis).

The Macro Security level can be changed. Open
Access and go to the Toolbar Tools -> Macro ->
Security. The options are;
High - This application will not run.
Medium - This application will not run, but you
will get a warning.
Low — This application will run without
comment.
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6.0 Notes.

The Word, Excel and Access documents were
developed using Microsoft Office XP.

For further discussion of this Access Application or
customization to your specific requirements please
contact,

Vela Ventures
107 Davis Road
Bedford, MA
01730-1507

781 223 6060 cell
John.Clark@VelaVentures.com
www.VelaVentures.com
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