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Calibration Database 
User Guide 

 
Abstract 

This database was created to manage calibrated tools, the calibration schedule of the tools and record 
calibration history, results and out-of-tolerance conditions.  It is designed in Microsoft Access 2000, and can be 

run using Microsoft Access 2000, 2002, 2003, and 2007.  It is open source but has the following terms and 
conditions of use: 

 
END-USER LICENSE AGREEMENT FOR MICROSOFT SOFTWARE 
IMPORTANT—READ CAREFULLY: 
1) This Calibration database is a software application developed by Database Providers, San Diego, CA, and Accufast Consulting, Gold Canyon, AZ and 
protected under the copyright laws. The use-of this application is granted in the form of an End-User Licensing Agreement (―EULA‖). This software is 
intended for use of the registered user (purchaser), and will not be sold, copied, or redistributed in any manner, or in any capacity, without the written 
consent of Database Providers or Accufast Consulting. 
2) This software is intended to be used in the environment for which it was purchased for.  
3) Single-Use version is intended for an installation on one computer, and only one simultaneous user.  Multi-User Versions are intended for use in a 
client/sever environment and the number of simultaneous users is limited to the numbers of users purchased. 
4) While this product is labeled as open-source, the purchaser is limited to making changes as long as those changes do not change the licensing 
agreement, number of simultaneous users, or environment which the product was purchased for.  
5) Limitation of Liability - To the maximum extent permitted by applicable law, Database Providers, Accufast Consulting and its principles, shall not be 
liable for any damages whatsoever (including without limitation, damages for loss of business profits, business interruption, loss of business information 
or other pecuniary loss) arising out of the use or inability to use this software. Due to the nature of the software provided, Database Providers and 
Accufast Consultings entire liability under any provision of this EULA shall be limited to the amount actually paid by you for the Software.  These 
limitations do not apply to any liabilities that cannot be excluded or limited by applicable laws.  
6) TERMINATION.  Without prejudice to any other rights, Database Providers may terminate this EULA if you fail to comply with the terms and 
conditions of this EULA. In such event, you must destroy all copies of the Software and all of its component parts.  

 
Features: 
 Customizable so that your company information is shown, including your company logo. See Company Info 

under Setup Information. 
 Easy Migration throughout the database through its Main Menu. 
 Unlimited number of facility locations, departments and/or workcenters can be added to help identify the 

location of the calibrated tools primary usage. 
 Unlimited number of calibration personnel can be added (the responsible party for performing the 

maintenance or coordinating the outside calibration service).  The personnel listed can be a subcontractor , 
business or individual, with flag to identify the party as such. 

 Unlimited number of tools and tool types can be managed. Links to pictures of the tool can also be added 
to help identify the tool. 

 Function to import current tool list into this database. 
 Classify tools based of its critical nature of the business – A (critical), B (less critical), C (least critical) 
 Define the calibration requirements for each tool.   
 Record the calibration results, and any out-of-tolerance conditions and actions. 
 Automated E-Mail Notification alerts are sent out to the responsibility parties listing calibration that is past 

due, and for all upcoming calibration in 30 and 60 days. 
 Microsoft Outlook and SMTP mail servers supported for email functionality. 
 Several standard reports are included. All reports can be filtered by any combination of facility, 

department, work center, machine category, etc. 
a. Tool Listing 
b. Tool Calibration History 

c. Tool Calibration Overdue 

d. Tool Calibration Due in 30 Days 
e. Tool Calibration Due in 60 Days 
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Main Menu 

Startup Screen 
 

 
 
Features: 
 Customizable so that your company information is shown, including your company logo. See Company Info 

under Setup Information. 
 Go to any specific area of this application from this main menu. 
 Visible Alerts for overdue calibration, calibration due in next 30 days and tools in the calibration process. 
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Company Info 

 

 
 

 
 

Features: 
 Used to customize main menu, and can also be used to add confidentiality clauses and logos to reports. 
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Facility Info 

 

 
 

 
 

Features: 
 Add unlimited number of facilities to help identify tool location. 
 Include address, phone, e-mail address and contact information. 
 Each tool can be assigned to a facility, workcenter and/or department.  
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Calibration Contact Information 
 

 
 

 
 
Features: 
 Add contact information for all personnel responsible for managing and performing calibration on tools and 

coordinating outside services. 
 Identify Name, Phone, Cell, Email Address, and if it’s a subcontractor.  
 Email addresses are mandatory when using the automated e-mail system. 
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Import Equipment Listing 

 

 
 

 
 

Features: 
 Quick feature to import your existing list of calibrated tools into this Calibration database application. 
 Import from Microsoft Excel file 
 Import Equipment Names, Asset No, Model No, Serial No’s, Facility Location, Department, Work Center, 

Machine Category (A – critical, B – less critical, C – least critical), File Path to Picture of Equipment. 
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Email Setup 

 

 
 

 
Features: 
 Add your Email Account information.  This is used by the application to send out automated e-mail notifications of 

past due, or upcoming calibration requirements. 

 Supports SMTP mail server and Microsoft Outlook for emailing. 
 For the SMTP mail server option, Microsoft CDO configuration is used. 

 Allows for smtp authentication and SSL encryption requirements. 
 Send test e-mail to ensure the settings identified are correct. 

 If Microsoft Outlook is used, check Outlook as the Mail Server Type. No other setup is required.   

 UPDATE:  Under ―Temp Email File Location‖ add a URL path to a directory which the current user has read/write 
access to.  This directory will be used to store a temporary text file that is used during the email processing. This field 

is mandatory for email processing. Example is ―c:\DemoFiles\‖. Also it is mandatory that the path does not contain 
spaces, symbols, or other non-alphanumeric data.  Underlines are acceptable.  Example of an unacceptable path is 

―c:\Demo Files\‖. Acceptable is ―c:\Demo_Files\‖. 
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Calibration Procedure 

 

 
 

 
 

Features: 
In the event a calibration procedure has been created for your organization, it can be linked to the main menu 
of this calibration database.   
 Add the procedure by clicking on ―Calibration Procedure‖ on the main menu.  Then select ―Add Procedure 

Path.‖ Using the Windows browser, browse to the location where the procedure is located and then select 
―Open.‖.  The path to the procedure will be added into the database. NOTE:  Since the database only 
stores the path to the file, if the file name changes, or the file is moved, the link will be ―broken‖.  In this 
case, the file can no longer be viewed using the ―View Procedure‖ selection. If the file does change name 
or location, then simply select ―Add Procedure Path‖ again, and select the file in its new location or with its 
new name. 

  To view the procedure, simply select the ―View Procedure.‖  This will open the procedure in its native 
format, meaning if the file is a PDF, the PDF viewer installed on the users workstation will be used to view 
the file. 

 NOTE: With the purchase of this calibration database, a calibration procedure is provided that can be used 
as the calibration procedure for your organization.  This procedure was developed by AccufastConsulting 
and is used within many organizations certified to ISO and AS91000 standards. Your organizations 
information will need to be added.  It may need to be tailored to your organizations specifics and is 
supplied as a Microsoft Word file for further editing purposes. 
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Tool Types 

 

 
 

 
 

Features: 
 View of tool types added.  Quickly view the tool type calibration work instruction, provided it was added 

during the process of defining tool types.   
 After selecting a specific tool type, if a calibration work instruction link has been added, the ―View 

Procedure‖ option is displayed.  To view the calibration work instruction, highlight the tool type and select 
―View Procedure.‖  

 NOTE: With the purchase of this calibration database, calibration work instructions are provided for two of 
the more popular tool types – calipers and OD micrometers. Also, included is a master work instructions 
template for use on other tool types in use.  These work instructions was developed by AccufastConsulting 
and is used within many organizations certified to ISO and AS91000 standards. Your organizations 
information will need to be added.  It may need to be tailored to your organizations specifics and is 
supplied as a Microsoft Word file for further editing purposes. 
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Add Tool Type 

 
To add a new tool type, select ―<ADD NEW TOOL TYPE>.‖ 
 

 
 

 
 

Enter Tool Type. If a calibration procedure or work instruction has been created for this specific tool type, 
select ―Add Procedure Path.‖ Using the windows browser, find the location of the procedure and select ―Open.‖ 
The path to the file will be added into the database. NOTE:  Since the database only stores the path to the 
file, if the file name changes, or the file is moved, the link will be ―broken‖.  In this case, the file can no longer 
be viewed using the ―View Procedure‖ selection. If the file does change name or location, then simply select 
―Add Procedure Path‖ again, and select the file in its new location or with its new name.
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Tool List 

 

 
 

 
 
Features: 
 Shows all of the tools in the database  
 Various ways to filter tool list – Tool Type, Category, Facility, Workcenter, Department, Calibration Status, 

and Calibration Strategy.  Any combination can be used. The resultant list of tools satisfies all the 
parameters entered.  Select ―Go‖ to apply the filtering. Select ―Remove‖ to remove filter. 

 Sort by any column. Default is by Equipment / Tool.  Choose another column by selecting ―Sort By.‖ 
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Calibrated Tool Details 

 

 
 
Features: 
 View the details of a particular tool, including picture. 
 Identify Calibration Strategy for the specific tool – Regularly Calibrated, Calibrate Before Use, Ref Only. 
 Identify Tool Name, Serial No, Model No, Facility Location, Department, Work Center, and Active or 

Inactive, Category, Tool Type, Tool Measuring Capabilities and Tool Display / Measurement resolution. 
 NOTE: After selecting a Tool Type, if a work instruction has been added for the tool type selected, ―Click 

Here to View Work Instruction‖ will be displayed.  Click to open the work instruction.  
 Add any combination of Facility, Department, and Work Center to classify the location of tools primary use 

area.  
 Identify the purchase date, original certification information of the tool, the recommended calibration cycle, 

and the calibration location – in-house or and outside calibration service.  
 Add picture of tool by adding file path to the stored picture. Select ―Browse‖. Use Windows browser to 

select file. They select ―Open‖.  The path to the file will be added into the database. NOTE:  Since the 
database only stores the path to the file, if the file name changes, or the file is moved, the link will be 
―broken‖.  In this case, the file (image) will no longer be displayed.  If the file does change name or 
location, then simply select ―Browse‖ again, and select the file in its new location or with its new name. 

 Calibration Status is automatically changed within the database. When the current date exceeds a tool’s 
calibration due date, its status is changed to ―Expired.‖, and is marked as ―Inactive.‖ When a calibration 
record is started for a tool, the status is changed to ―In Calibration‖, is marked as ―Inactive‖, and the Next 
Calibration Due Date is set to blank.  
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Tool Calibration History 

 

 
 

 
 
Features: 
 Search Tool by various options – Name, Tool Type, Category, Serial No, Model No, Facility, Workcenter, 

Department 
 Select a specific tool to view calibration Record history. 
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Calibration Record Entry 

 
To create a new calibration record, select the tool from the list, then select ―Create New Calibration Record for 
Selected Tool‖. 
 

 
 
 

 
 
Select the Calibration Location, Date of Calibration, Calibrated By, and Calibrated To. Enter Next Calibration 
Due Date. 
 
Note the calibration requirements setup for each tool is listed.  Enter in the Actual measurements, select 
whether the actual measurement is within the acceptable tolerance. Identify if any adjustments were made 
and the calibration result for each measurement taken. Also, if adjustment was made, enter the actual 
measurement after adjustment. 
 
NOTE: Calibration Status is automatically changed within the database. When a calibration record is started 
for a tool, the status is changed to ―In Calibration‖, is marked as ―Inactive‖, and the Next Calibration Due Date 
is set to blank.  
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During the entry of the measurements, any entry outside the acceptable tolerance is considered a calibration 
failure, and the overall calibration result for this specific calibration event, is identified as ―FAILED.‖ Any 
measurement recorded that falls outside the acceptable tolerance, will automatically create a ―Failure‖ record 
for the specific calibration event.  NOTE:  Each failed measurement will result in a separate failure record. PER 
ISO and ASO 9100 requirements, any out of tolerance condition must be recorded and an assessment must be 
completed that identifies the products whose inspection was completed and passed using the out of calibration 
tool. This assessment must be completed for each failure record as different measurement out-of-tolerance 
situation may have different product assessment and actions associated with it. 
 
In the above example, three incident failure records will be created.  To view the failure and assessment 
information, click on the failed line item, then select ―View Failed Calibration Incident Info.‖ 
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Fill out this form completely and with enough information to show evidence the assessment was made, and 
the actions that were taken as a result of the assessment. NOTE: Under Details of Out-of-Tolerance Event, 
the expected measurement value, actual measurement and the acceptable tolerance is added automatically to 
define the out-of-tolerance issue. 
 
NOTE: When all failed incidents reports have been approved, (i.e. name, initials, or some form of entry is 
made within the ―Approval of Incident Closure‖ is entered), the Next Calibration Due Date field is enabled 
permitting a user to enter a date, and a message box is displayed as a reminder to add the date of the next 
calibration. After entering a date, the tools Calibration Status is automatically set to ―Calibrated‖, is marked as 
―Active‖, and the Next Calibration Due Date is stored. 
 
If the tool usefulness is reduced to a reference only status, this can be completed by changing the tools 
calibration strategy to ―Ref Only‖ and mark as Active.  After this change, the Next Calibration Due Date 
remains blank, and the Calibration Status is automatically changed to ―N/A.‖ 
 
If the tool is removed from service permanently, but its calibration records need to be kept for historical 
purposes, change the tools calibration strategy to ―Ref Only‖, and mark as Inactive.  After this change, the 
Next Calibration Due Date remains blank, and the Calibration Status is automatically changed to ―N/A.‖ 
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Email Overdue and Upcoming Calibration Requirements 

 

 
 
Features: 
 Click this to send out an automated email that will list all tools with overdue calibration, tools with 

calibration due in the next 30 and 60 days. 
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Standard Reports 

Several reports available 
 

 
 

Samples of Report Criteria and Reports 
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Automated E-Mail Notification 

 

 
 
Features: 
 Emails are sent to all persons listed in the Calibration Personnel list. 
 Emails are sorted by Tools with calibration overdue, due in the next 30days and the next 31 to 60 Days. 
 Emails are sent out using the ―Scheduled Task‖ function of Microsoft Windows XP, 2000, Vista, or 98SE.  

Create a scheduled task to open this preventive maintenance application file. It is recommended that this 
be run daily, including weekends, be run from a machine that stays on, and has access to send e-mail, and 
is to be executed at a time where users are not using the database file (i.e. after hours).  

 Once the time for the scheduled task is completed, add the same time selecting the Set Email Time button.  
Add the time in format like 04:00 AM, or 11:00 PM. 
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Example of e-mail 
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Multi-User Installation Guideline 
 

 

When the multi-user application is purchased, follow these instructions for installation. 
 

1) Extract the zip file received when purchased.  Four files are included: 
a. CAL_v{version purchased}_multi-user.mdb  (Example: CAL _v30_multi-user.mdb) 
b. CAL _v{version purchased}_multi-user_be.mdb  (Example: CAL _v30_multi-user_be.mdb) 
c. CAL _v{version purchased}_security.mdw  (Example: CAL _v30_security.mdw) 
d. CAL _v{version purchased}_user_guide.pdf (Simple User Guide) 
e. CAL _v{version purchased}_shortcut.  

 
On Network Drive: 
2) Copy file CAL _v{version purchased}_multi-user_be.mdb and CAL _v{version purchased}_security.mdw 

to a network drive. All users of this application must have access to the network drive and folder where 
these files reside. 

 
On Workstation: 
3) Copy file CAL _v{version purchased}_multi-user.mdb to local workstation. 
4) For Microsoft Access 2002 and 2003 (skip this step otherwise): 

a. Open Microsoft Access.  Do not open any particular access file. 
b. From Menu, select Tools>Security>Workgroup Administrator. 
c. Select ―Join‖, then ―Browse.‖  Locate the file CAL _v{version purchased}_security.mdw saved in 

Step 2. 
d. Select ―Open‖, then select the series of ―OK‖. A message will display upon successful join of the 

workgroup file. 
5) For Microsoft Access 2007 users only: 

a. Open Microsoft Access.  Do not open any particular access file. 
b. Hit ―Ctrl‖ and ―G‖ key together. This will open a Visual Basic window. 
c. In the Command Window at the bottom of the visual basic window, type 

DoCmd.RunCommand acCmdWorkgroupAdministrator 
d. Select ―Join‖, then ―Browse.‖  Locate the file CAL _v{version purchased}_security.mdw saved in 

Step 2. 
e. Select ―Open‖, then select the series of ―OK‖. A message will display upon successful join of the 

workgroup file. 
f. Close Visual Basic Window. 

6) Open the file copied in Step 3. 
7) When prompt for user name and password, type the following user name = “Developer”, 

password = “Developer”. (The Developer user has full admin rights.  Usernames, passwords and 
user-rights can all be modified through the security menu of user and group permissions.)  

8) When prompt to reconnect to data tables, select ―Yes.‖ 
9) When prompt to specify a different path for the data tables, select ―Yes.‖ 
10) A browse window will open.  Browse to the data file that was stored in Step 2. Select ―Open.‖ 
11) This connects the front-end file to the data file tables.   
12) Once this step is completed successfully, once, the user can set these messages to not display on 

future opening.  Goto the Main Menu>Setup tab. Select the ―Data File‖ button.  Check the ―Do Not 
Prompt to Reconnect at Startup.‖ Once checked the user will not be prompt to reconnect at startup, 
and automatically reconnect to the data file that it was last connected to.  In the event the data file 
location changes, uncheck this, and then the user can reconnect to the data file again at startup. 
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Setup on Additional Workstations: 
To install on additional workstations, follow these instructions: 
a) Copy the original workstation file after completion of setup, and save the file on all additional 

workstations. 
b) On each additional workstation, and before the file in step (a) is opened, join the workgroup file by 

following Steps 4 thru 7 above. 
c) Provided Step (a) above is completed, Steps 8 thru 10 have already been performed, so not necessary 

to repeat. Otherwise, complete Steps 8 thru 10. 
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Data File Management 

 

 
 

 
 

 
 NOTE: This section only applies to the multi-user version. 

To add new data file, and link to the new data file, select ―Add New Data File‖.  
 To delete a data file link, select ―Delete Data File Link‖.  NOTE: This only deletes the path to the data file. 

It does not delete the data file itself.
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Adding Additional Users 

 

NOTE: This section only applies to the multi-user version. 
 
Use the User-Level Security Wizard to add new users, user groups, and to assign user and group level rights.  
Example of how to add users is as follows: 
 

1) Select Tools>Security>User and Group Accounts. 
2) Select ―New‖. 

 
 

3) Add a user name and PersonalID.  The name used is the user name that will be used to login.  Pass 
word is initially blank.  

4) Assign user to one of the available groups listed.  
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5) To add a user password, select Change Logon Password. 

 
 
6) Continue this process for each additional user. 
 
Example of how to add new groups is as follows: 
7) To add additional groups to listing, select Tools>Security>User and Group Accounts, then select 

―Groups.‖ 



 

Version 3.0   Page 28 of 30 

 
 

8) Select ―New‖. 

 
 

9) To view user rights and group rights, select Tools>Security>User and Group Permissions. 
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10) To view each user permissions, select the user, then select the object type, then scroll down the list of 
objects to view permissions.  To change permission settings, simply check to add permission and 
uncheck to remove permission listed. 

11) To view each group permission, select the group, then select the object type, then scroll down the list 
of objects to view permissions.  To change permission settings, simply check to add permission and 
uncheck to remove permission listed. 
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Access 2007 Installation 

 

Microsoft added additional security measures into the release of Access 2007.  When this application 
is opened in a Access 2007 environment, there will be various security warnings that will display upon 
opening.  To remove these warnings, the front-end file must be stored in a directory that can be set 
up as a ―trusted location.‖ 
 
After copying the front-end file to a location on a users workstation (c:drive), perform the following 
actions below.  This is a one-time setup provided that the front-end file remains in the location that is 
added below. 
 

1) Open Microsoft Access 2007, goto to the Office Button (top left) and select ―Access Options‖ in 
the bottom right. On left side, select ―Trust Center‖, then ―Trust Center Settings‖ on the right. 

2) On left side, select ―Trusted Locations‖. Select ―add new location‖.  Browse to the directory 
where the front-end file is located and select OK, then OK to trust that directory. 

 
The above process establishes a ―trusted location‖, meaning that every Microsoft file that you store in 
this directory is considered ―trusted‖, and the security messages for those files are not displayed 
when opening. 
 
  


