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The End of Year Manuals need to be completed in seq
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Backup PCSchool

End of Year Procedure Important Information

Make a copy of PCSchool; on to a CD, DVD or create  a folder and save it where you can find it.

If possible, backup the following folders:
PCSchool and all its subfolders

Visual Dataflex 9.1 or 11 and all its subfolders
If it is not possible to backup the full folders ta ke a backup of the data folder on the Server.
Following are instructions for the various back-up methods.
Instructions for backing up the Data Folder start after the Full Backup instructions.

It is recommended the Backup procedure be performed on the ‘fastest’ PC available, the server
being the ideal choice.
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Full Backup

1 End of Year Backup Information

To find the PCSchool and Visual Dataflex 9.1 or 11 folders you must know which drive the server is.
If you do not know the path to PCSchool and Visual Dataflex on the server open PCSchool, go to:

Path: Help  About

ient  Timetable  System Funckions  Ukilities  Other Modules

x | U"i'; About

Sfindony

PLCSchaoal Administration System
Wersion: 2007.3.0.903

e

Author: Com-Azzizt Solutions Pty Ltd

System Info

Copyright 2000-2008, Com-&szist Solutions Pty Lid

System Information

Wizual D ataFles 11.0.77.0 Client E nagine

Workspace: PCSchool Wer 2004
“Workspace Mame: PCSchool

Lilebat (- Brnaram Dile st DL mboalb D) ]
D ata Path: C: \F'rogram Filez"PCSchoolhD ata,
Togram Darr. Togram - les

Help Path: C: \F'rogram Filez"PCSchoolhHelp

izt cfg

“wProgram Files\PCSchoolDatabLib

Bittnans Pathe o Proaram Filee PES chnal Bitmaes G Progran Fileet PR sboal\Bitrnanst shidents

Syatern Patha: C:\Program FileshPCSchoalsPragrams;. .C:\Pragram Files'Wisual DataFlex 11.0

Bir;

< |

il

Cloze |

Select System Info

wish.

Read YOUR Data Path (mine is C:\Program Files\PCSchool) and the System Path (mine is
C:\Program Files\Visual DataFlex 9.1). Copy and paste them into a word document if you

e FLSchoal =101
File  Edit “iew Favoites Tools  Help | ?
@ Back - I N |’ ]S‘:‘:'Ch ET-'T_"‘,-' Folder= ---
Addrese Ia C:APragram File=tPCS choal J Go ‘ Maton Antivie I&I _
Folders =) Bitmaps

= 3 Maplnfo Map ﬂ l“jgata

L) Merech Data Systzms 12 Decurrents

- 1 Heln

Right click on Start

Click on Explore

Paste or type the path in the Address field and click Go
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Address |._“| C:WFrogiam FileshSeagate Softweare

Copy/burn the folders to a CD or DVD if possible. If
compressed (zipped) backup:

1 End of Year Backup Information

not follow the procedure below to make a

Folders
3 ) FCSchooly -0
¥ ) FDF#Char  Explore
# ) RePublice Open
H ) ShM Browize with Park Shop Pro
4 ) Seagate Sc Seamch.
4 ) Sigmated Corveit To Corel Media Folder
3 ) Syrnantec . .
) Sur=tDry Sh:g and Security...
4 [ Synaptics -1
L) Teamiiews  Soan with Norkbon Snbius
4 20 TachSmith

| Leiwnd =0 Lk

Send To

| 3 Add ko Fip Fe...
G0 Add bo FCSchoal.zip 735
o) Add bo rzcently used Zipfile ¢

® | [_Crstal Reports
1 CE nterprize
L ilogang
1 0pen Olap
L FRepart Designer Compor
) 5haed
55 Chart
CaYiewers
WS

b &7 and E-Mail PCSchod. 2p

Right click on PCSchool

Select WinZip

Select Add to Zip file

Rename the file and save it where you can find it

If you do not use / have WinZip:

¢ address |[23) CriProgram Files\PCSchool

Tvpe

File: Folder
File: Folder
File: Folder
File: Folder
File: Folder
File: Folder
File: Folder
File: Folder
File: Folder
File: Folder
File: Folder
File: Folder

Folders X Mame Size

I23) Orline Services ~| [DBackup
IC5) Outlook Express DBackups

&Y rcschool [Pt

) PCSchooz  xPand

|0 PCSClient Explore

|5 pdfass Open

|2) PopCap G- Search...

() PRO_201¢ - -

3 QuickTime Sharing and Security, ..

I Realtek & snaglt '

I Reference @) Scan for Security Threats

I5) Samsung

) Seansoft ) Mail Recipiert

I5) Seagate 5 oyt @ Deskkop (create shortcut)

12 Skype Copy zipped) Folder

I Synaptics  paske = ‘
) Teambiew L) My Dacuments
1) Teamiew Delete Cg Skype

() Techsmith,  Rename 2, DYD-RAM Drive (Di)

2 Telstra Praperties [L:é

T Tem o oL Gl

b4 ' i
Date Maodified
27/09}2007 9:32 AM
24/09/2007 4:44 PM
25/09/2007 §:33 AM
24/09/2007 4:26 PM
16/01/2008 4:41 PM
19/03/2008 1:10 PM
25/09/2007 §:33 AM
12{10/2007 2:24 PM
30/11/2007 7:41 &AM
25/09/2007 5:34 AM
24/09/2007 4:26 PM
25/09/2007 §:33 AM
25/09/2007 §:33 AM
25/09/2007 9:57 AM
25/09/2007 9:54 AM
25/09/2007 9:55 AM
21/12{2007 10:31 AM
S/06/2005 5:26 AM
22/07/2008 2:12 PM
29/08/2005 5:59 AM

P P T

Right click on PCSchool

Select Send To

Select Compressed (zipped) Folder

Rename the file and save it where you can find it
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Backup Data only

If you do not have the security to select Backup Files you must have the security added by your
System Administrator via

Path: PCSchool  (Any Module)  Utilities  User’s Security Setup

[Z1 PCSchool Security Profile Management !. E

System Profile  Group Profiles l I zer Profiles] Group F'ru:utec:t] Global F'n:utect] adit ]

Enter a Mew Group, or Select: |B-"—‘«CKUF' J
secureable [tems Selected Views for this Group | Access | Create | Delste | Edit | |
Audit 1og View ﬂ PCSehool Backup

System File View

Report Aliaz Maintenance
Fieport Aliaz Listing

ork. Areas M aintenance
PCSchool Backu Ju]

]

Add ltem Add Al | Clear ... | Hemnveltem| Ewit Panel | EHitPnglal‘l‘l|

Create a Group Profile called Backup

Give it the Securable Item ‘PCSchool Backup’ , almost at the bottom of the list.

[71 PCSchool Security Profile Management !. E

Syztem F'mfile] Group Profiles ~ User Profiles ] Group F'rutect] Global F'rutect] Avadit I

v Ma Pazswaord-Timeaut,
Enter a Mew User, or Select: [STAFF .| Pazzword:

I Lock User Account

Group Allocation ] Effective User Rights |

Available Groups Selected Groups for This Ussr, | =]

Add a Graup SDMINLOW
CURRICULUMWIE W
Add all Groups DHOC
FaYROLL
Remave Group IMANCE J
BaACKUP
Clear ...

Exit Panel
CURRICULUMHIGH | Esit Program =l

| Go to User Profiles and add Backup to the person who will be backing up the files.

If you cannot access PCSchool Backup , see instructions for Windows Explorer Backup (page 8).
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Via PCSchool: Backup

1 End of Year Backup Information

Path: PCSchool  (Any Module)  Utilities  Backup
w5 Administration  Subjects  Assessment  Timetable  Swskem Functions  Ukilities  Other Modules  Window  Help
VAN EX s 2@a s allgn ¥ oxtoa 66
m Backup Data Files View HEE
Mumber | File Mame Izer Mame Femarks a

o]
=1 B E&R ear Level Descriptions
=] I 3 PERIOD Financial Periods
=4 B TOWHS Tawns
=1 3 LATE Late
=1 K COUMTERS  Counters
=4 B TCHABSNT  Teacher Absence [ DeSelectal |
= 1o STUDENT SF: Student File
= Jn FaMILY SF: Family Fefresh List |
of 112 TEACHER  SF: Staff File
=] I13 TR&VEL Studert Travel Details
= B4 ABSENT Ahsent Load File Selection |
= W15 DISCIPLI Discipline
H I 16 EXTRACUR Personal Development Codes - -
= 0§17 E=TRA Perzonal Development e Al Sl I
= 1= KEY Key
= B9 KEYUSAGE  Keyllzage
& 20 INWOICE Irvoice Backup Data E
=1 B CEBTORC DE: Debtor Comments
=] I22 ITEM DE: Debtor Cost Centre — Filber -
= B2 DEBATCH DE: Debtar Batch Header File " By Module
= 24 CEBATCHC  DE: Debtor Batch Ibem File & : E
o B25 DEEATCHT  DE: Debtor Batch Transactions | £kl
=] I2E SUBCHARG DE: Subject Charge Historny
= Bz7 SUBCHMAS  DE: Subject Charge Reference Li G" Exit Esc
W menone e —

1. | In any Module select Utilities Backup

2. | Change the Filter to All Files

3. | Click Select All

4. | Click Backup Data

Backup Selected data files

[= [=]==]

D estination: |C:\F'FEDGFEI—‘-.M FILES\PCSCHOOLTESTABackup

Filenarme: |Kate's College-27-10-2003-End of v'ear Full Backup
Comments: |Backup created 27/10/2009 for Kate's College User PCS

Email Ta: |

Last Backup: |22 Jun, 2009

D ays to Mest Backup:

T

=7 Email Backup |

[ Erase previous backup files?

Create Backup |

LCancel

Check the Destination . The default is PCSchool\Backup but you may wish to save this in a
different place for safekeeping.

You may choose to rename the file , to signify that this is the End of Year Full backup.

Click Create Backup .

A Zip file will be created holding all necessary .tmp files.
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Via Windows Explorer

You can backup your Data folder as per the instructions for performing a Full Backup on PCSchool
(pages 4 and 5). The Data folder is located within the PCSchool folder. Right click on the Data folder
and continue with the instructions.

Alternatively, you can create a new folder in My Documents (or any other place you can access) and
copy and paste the Data folder from PCSchool into it.

To create a New Folder:

- Address |IZ3) C:\Documents and SettingsiPCSchooliMy DocumentsiaPCSchonl Backups o
Folders x Marne Size  Type Drate Modified
= “D My Documents | 02009 End of Year File: Folder 20/10§2009 9:45 AM

+ |2 aPCSchool Backups

+ |) Blugkoaoth

+ ) Conference 2007

+ |2 Conference 2005

4 |2 Conference 2009 Undo Rename Chrl+7

+ |} Help Documents

+ |2 Help Documents 2008
My Data Sources Properties m  Shorkout

Custarize This Folder...

Go to ‘My Documents’ (or the place where you have decided to create the folder).

Right click and select New

Select Folder

Name the folder, for example PCSchool Backup 2009 or 2009 End of Year

- Address (I3 C\Program FilesiPCSchonl e E’ Go
Folders X Marne Size | Type Dake Modified L
= &3 PCSchoal | [)Backup File Folder 2710912007 9:32 AM
~ |[C)Backups File Folder 24/09(2007 4:44 PM
|Bitmaps File Folder 25/09/2007 8:33 AM
[)Data File Folder 24/09{2007 4:26 PM
B ) Pocuments File Folder 16/01/2008 4:41 PM
& P Documents v CfGLEY File: Folder 19/03(2008 1:10 PM
< > = _elp File Folder 25/09/2007 8133 AM w
30 objects (Disk free space: 2,99 GE) 72.9MB j My Computer
— —
¢ Address || C\Documents and SettingsiPCSchdoliMy Documents|aPCSchoal Backups| 2009 End of Year N . GO
Folders x =] Size | Type Date Modified
= () My Documents | [D)Data File Folder 20/10/2009 10;00 AM

= |2 aPCSchool Backups
® I 2009 End of Year

Go to PCSchool on the Server as described above under ‘Full Backup’

Find the Data folder right click and select Copy

Paste it into the newly created folder
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Back-up Each Area Before Continuing with an Individ ual Roll Over

The following instructions need to be completed before Rolling Scholastic, Debtors or Finance. The
procedure must be completed in the Module you will be rolling . This only backs up the data
belonging to the Module you are in.

To backup each area before continuing in each of the Modules (Scholastic, Debtors and Finance)
follow the instructions below;

Select the Module you are rolling
Go to Utilities
Select Backup

Filter By Module
Click Select All
Click Backup Data
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Select the Destination , where you will be able to find the Data.

Check the Destination . The default is PCSchool\Backup but you may wish to save this in a
different place for safekeeping.

You may choose to rename the file , to signify that this is the Scholastic backup or Debtors
backup etc.

Click Create Backup .

A Backup Zip file will be created.
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General Information

Copy all reports to PDF to save paper storage

It is recommended that you save certain reports as PDF files, either manually or via Document
Management, before performing the End of Year Roll. Suggestions on which reports to save can be
found in the End of Year Manual for each module.

To manually save reports to PDF you will need the free acrobat program pd995, most schools will
have this program, if not download pdf995 from www.pdf995.com/download.html.

Once you have Printed the Report to Window:

Within the PCSchool Report click on the envelope

Select Acrobat Format [PDF]

Click OK and save the file where you can find it.

For Word based programs

Click on File
Select Print
Select the printer PDF995 from the drop down list

Click OK and save the file where you can find it

>>>>>> Finish End of Year Backup Information Tech T ip<<<<<<
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