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The End of Year Manuals need to be completed in seq uence 1, 2, 3, 4 
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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  
 
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 
 

 
 

·  Select System Info 

·  
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 
wish. 

 
 

 
 

·  Right click on Start 
·  Click on Explore 
·  Paste or type the path in the Address field and click Go 
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Copy/burn the folders to a CD or DVD if possible. If not follow the procedure below to make a 
compressed (zipped) backup: 

 
 

·  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: 

 
 

·  Right click on PCSchool 
·  Select Send To  
·  Select Compressed (zipped) Folder 
·  Rename the file and save it where you can find it 

 
 
Follow the same procedure to find and backup the Visual Dataflex folder. 
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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 
 

 
 

·  Create a Group Profile called Backup  
·  Give it the Securable Item ‘PCSchool Backup’ , almost at the bottom of the list. 

 
 

 
 

·  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). 
 



© PCSchool  1 End of Year Backup Information 

Commercial in Confidence  7/11 

Via PCSchool: Backup 
 
Path:   PCSchool �  (Any Module) �  Utilities �  Backup 
 

 
 

1. In any Module select Utilities �  Backup  
2. Change the Filter to All Files  
3. Click Select All  
4. Click Backup 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 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: 

 
 

·  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 

 

 
 

·  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 
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