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Start

Once you open the database from the saved location on the desktop or the start menu, it will automatically open the main menu of the database. This is where you will choose any of the actions or information you need in the workplace.
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Viewing and Managing Records
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From main menu, click on the relevant button on the Admin side of the menu.





[image: ] Use the left and right arrows to choose from the previous and next records. 
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The add customer (or relevant) button will allow you to add a new record, use this if you ever need to add new details for customer, staff, suppliers, or books. 	
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The button on the left is the delete record button. Use that if you ever need to delete a record of a customer, staff member, book, or supplier.

The button on the right is for saving a record. If you need to change details for any of the above, delete the incorrect information, update the information with the correct detail, and then click the save button to permanently save the changes made. 


Placing Customer Orders

To place a new order with a customer, click on the Orders button from the main menu, and you will see the below screen in front of you. 
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The Order ID will auto fill, so you do not need to enter an order number. Add the information required to the order, the bottom 3 fields you must select from the drop-down boxes by clicking on the relevant down arrow. 

Once all this information has been entered and the order is ready to be submitted, click Add Record, and the order will be saved into the database. 
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