How to Delete A Record in Your
Access Database Application

Your Access database application is made of two (2) files that have been joined so
there is a “one to many” relationship. If you want to delete a complete record, you
must delete all of the Subcontract Information reco rds. You can, then, delete the
Prime Contract Information record if it's necessary  to do so.

Listed below is a detailed explanation with illustr ~ ations on how to delete a record
from your database application.

Deleting Subcontract Information Records

To delete subcontract information records, please d o the following:

Go to your main menu (see illustration below) and s elect “Edit Prime/Sub-
contract Information
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The Edit screen illustration is listed below

Prime Contractor Information

Governor's Office of Minority Affairs
Payment Verification of Minority Contracts

MBE Form #3'

Mame of Prime Contractor Contractor EFIN/SSN Prime Contractor Classification

Uohnson Canstruction [ 521235454 M
[Chick To Highlight Your Selection]j

Contract Number Contract Award Date Actual Contract Payment Amount
EHA-DEIEI-HEE& 4/25/2004 $3,567,380.00

Subcontract Information

Subcantiactor Hame MDOT Certfcation Number ~ MBE Classification Subcontiact Award Amount  Comple &
P {[Dunn Eleciic [MBET-Bo5-00 [ Afican American ol $4000000 | z
Click Your MBE Selection
[HaiSystems [MDOT-005-002 - $234,800.00 i
Click Your MBE Selection
[wats Trucking [MDOT-000-003 [Hisparic =l $50.000.00 ~
Record: 4 R 4] | i
Prior Record Next Resord Save Recard Exit
3 @y 1

Recard: 4 [ A

Using the “ Next Record " arrow, find the prime contract record that you

want to modify or delete. When you find the record , you must select the sub-
contract record you want to delete by clicking the  box to the left of the record.
When you do this, the box will turn a black colora nd an arrow will appear
next to the record. See the illustration below. T he area we are discussing is
highlighted with a red circle.

In this example we are about to delete the Dunn Ele ctric subcontract record.

Prime Contractor Information

Governor's Office of Minority Affairs
Payment Verification of Minority Coniracts

MBE Form #3'

Name of Prime Confractor Contractor EFIN/SSH Prime Conlractor Classification
[Fohnsan Construction [EEEZET Voo B
[[Click To Highlight Your Selection]|
Coniract Number Coniract Award Date Actud Contract Payment Amount
SHA-O0095654 [ 472572004 | $3.567,980.00
Subcunlra\ul Name HDOT Certfeation Number MBE Classification Subrontact Award Amount Comple =
[Bunn E\557 [WEOT-000-001 [ Atiican American Tl $12,000.00 zj
Ws [MDOT-000-002 [aian ol I vV TR
[Click Your MBE Selection]
[ | [SewoliTo Select & Tk —] | 000 liﬂ
Record: M| [T 1 b |ei|rk|arz 4| | il
Prior Record y | NestRecors u, Save Record e I Exit
i)

Record: 4 A A

Place your mouse on the area designated by the red circle and click your right
mouse button. You will see a Drop-Down menu. Ani llustration of the Drop-
Down is shown below.



When you see the Drop-Down menu, select “Cut” to de lete your record. When
you select this option, you will see a screen that reads as follows:

You are about to delete 1 record

If you click Yes, you won't be able to undo this De -
lete operation. Are you sure you want to delete
these records?

Yes No

When you select the “Yes” option, the record will b e deleted and you will not
be able to recover that record.

You have, now, deleted your subcontract record and you are free to add another re-
cord or return to the Main Menu.

Deleting Prime Contract Information Records

Deleting prime contract information records is simi  lar to deleting subcontract in-
formation records. However, to delete a prime cont ract information record, you

must not have any  subcontract information associated with the record . Therefore,
you must delete all subcontract information by foll owing the procedures outlined
above.



When you have deleted all of the subcontract inform ation, you are ready to delete
the prime contract information record. Do the foll  owing to delete the prime contract
record you have selected.

Click the box to the left to the prime contract rec  ord that you want to delete.
See the illustration below.

You will notice where the arrow is located and noti  ce how the long rectangu-
lar box to the left has turned black when you made  your selection with your
mouse. This shows that the entire record has been selected.

Place your mouse on the area designated by the red circle and click your right
mouse button. You will see a Drop-Down menu. Ani llustration of the Drop-
Down is shown below.



When you see the Drop-Down menu, select “Cut” to de lete your record. When
you select this option, you will see a screen that reads as follows:

You are about to delete 1 record

If you click Yes, you won’t be able to undo this De -
lete operation. Are you sure you want to delete
these records?

Yes No

When you select the “Yes” option, the record will b e deleted and you will not
be able to recover that record.

You have, now, deleted your prime contract record a nd you are free to return to the
Main Menu.

Be careful when deleting records. This should done as little as possible.

~ ~[/~ ~——



