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The following will tell you how to use the Handover Database, which has info for 3 depts. within the company, this is a much better and cleaner way of capturing the data from shift to shift then the present 3 separate excel  spreadsheets for each dept. 	



 On opening the database you will see the below. 
[bookmark: _GoBack][image: ]

Also details from the previous shifts will be shown and the chance to go back through the data using the date picker located at the top of the form as shown here 
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Then you will see the historic data as below
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Depending on which dept. you are in that shift will decide which button located at the top to click as shown a bit bigger below
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Clicking on the buttons for “Move Task”, “Goods In” or “Goods Out” will then direct you to the following screen; the screen for each department is the same just the labels for the textbox will change and the department at the top of the form
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Once you have inputted your details as below
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You will then need to click on the following; this will depend on which shift you are on
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Once you have clicked Add, you will be taken back to the main page and it will now show your handover as below 
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If you need to edit the information you are able to do this in the following way; first select which dept it is you wish to edit by selecting the correct one from the highlighted 
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After selecting the dept you will see the below, again the forms for each dept are the same apart from the labels for information and the dept heading
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On opening it will be blank to populate the form with the data already inputted which you wish to either edit or add to click on the buttons located at the top of the form which relate to shifts 
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For instance clicking on AM will populate as below
[image: ]




You can now change the details like so 
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Now clicking save you will once again take you back to the main page and show with the updated information 
[image: ]

For the other departments the process is the same just the information required is different 
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Access to view and add to your section is hidden and will only be visible based on your computer logins, when you open the database you will see the following 
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Click on the highlighted will fetch up the Systems section; as shown below
[image: ]

To add click on Add/Edit highlighted below
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You will know be at this form which allows you to add and edit, first we will cover adding 
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At the bottom you see two drop down boxes and a text box until they have all been filled you won’t be able to save the data. So first select “Shift” which would be AM, PM or Night
[image: ]

Next is area which in this case is General, Sick, Helpdesk or HBW
[image: ]

Next is where you put in the information in the textbox for the area chosen
[image: ]

After you have finished with data entry you will need to press “Tab” as enter will just move you down to a new line within the textbox, once you have done this the “Add” button will now be enabled 
[image: ] 



Pressing Add will then put it in the subform above continue with the rest you need to add or press close if you have done, pressing close will take you back to the main handover for systems and you will see your added information
[image: ]
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To edit your inputted data first you need to click on the highlighted below
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Again you will be here, but this time it will have data in it 
[image: ] 
Now you will need to click on “Edit” 
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This will have unlocked the table so you can delete or edit and you will see the label appear to say that it’s editable 
[image: ]

You can now change anything in the subform as has been done here for the manager
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Once you have finished editing just click on “Close” and it will again be locked and will have updated in the main form as shown 
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The database has the function to open up with the bypass key(Shift+Enter) disabled, if you wish to turn this off and allow the bypass key, you will need to follow below

First click on the highlighted section 
[image: ]

This will fetch up a message box asking for an input 
[image: ]

If you type in the correct password and press “OK” it will show this and then on pressing ok it will close the database, currently the password is set to “unlock”  
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If however you type in the wrong password you will be shown this 
[image: ]
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