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Contacts Database 

A contacts management database to manage 
information on all contacts, develop unique 
queries for communication, etc.  
 
Problem Identification 

 There is no common summary of contacts easily accessed and 

maintained by all employees 

 Updated information must be made on several lists 

 Excel is used to maintain a contacts list 

 There is no easy way to group contacts for multiple purposes 

or email lists 

 Off-the-shelf CRM programs fail due to complexity 

Service Goals 

 Identify the information the EDO desires to maintain for 

contacts  

 Establish a data entry form allowing entry of all data and 

establishment of query / email groups 

Deliverables 

 An Access database capable of compiling, searching, updating 

and group querying contacts critical to the EDO 

 A training session highlighting the capabilities of the database, 

and providing a written summary and video 

 

Example Contact Data 

Examples of data that can be managed in a contacts database 

include: contact info, groups you communicate with, events you 

invite people to, communication groups, photo and personal info. 

Notes on Functionality of Microsoft Access 

 Existing Excel data can be imported to the new database 

 Multiple people can enter data at the same time 

 Can set up unique queries for many different groups 

 Much simpler to learn and use than most CRM software 

 Queries can be exported to Excel easily 

 Can include photos of contacts 

 Easy to collect group emails and send 

 Easy to set up prioritized “follow-ups” with notes 

 No annual cost once software is acquired, many times you 

already have it with your Microsoft Office Suite 

 Can modify yourself 

 Significant “help desk” available on-line 

Example Query Results 

 

Example Data Entry Interface 
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