WAUTON SAMUEL

Creating A Year End Database

Follow the steps described below in order to create and access a copy of your finance data as at the end of the previous financial year:

· Copying database to use from the year-end backup

When you move from period 12 to period 1 the system creates an extra backup of your finance data.  The year-end database will be based on this ‘year-end backup’. 

Right Click your PC’s Start Button then

Left Click Explore

This activates the ‘Windows Explorer’ screen.  In Windows Explorer, you will need to make a copy of the year-end backup file and rename it.

If your finance data is held on a central server, you will need to look in Network Neighbourhood/My Network Places, double click the computer where the data is held and double click the WS Finance folder. 

If the finance data is held on your machine you will need to look in My Computer, double click the Local Hard Drive (Usually C:) and double click the WS Finance folder.

In this folder there should be a file that starts with seven numbers (indicating when the file was created) and ends in “.yed”.  So for a backup file created on the 21/05/2003 the filename will be “1210503.yed”
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To help find the file, try clicking twice on “type” which should bring the file you require near the top of the list.

Right Click the file

Left Click Copy

Right Click any white area on the right hand side of the screen (ie not on the name of a file)

Left Click Paste

It may take a minute or two for the paste operation to complete after which the new copy will appear at the bottom of the list as shown below

[image: image2.png]ince

| File Edit View Go Favortes Tools Help

Contral Panel

& DiaHUp Networking
(&) Scheduled Tasks
2 weh Folders

&) My Documents

& Intemet Explorer

{25, Network Neighborhood

| k= X % Fa ) X )
Back Forerd Up  MapDiive Disconnect|  Cut Copy  Paste Undo Delete  Properties | Views
| Address |2 cws Finance
Folders x| [Name Size [ Type Modiiedl
7] Deskiop 2| [=rerzayed 49348 YED File 21/05/2003 11:37
=5} My Computer [a] 1220503 upg 4122k UPG File 22/05/2003 08:23
<5 3% Floppy (&) [ financepgr old 53102KB  OLDFile 13/05/2003 13:48
e TEMP (O) [EFINANCEMDW 130KB Microsoft Access Workgr..  10/03/20031417
) AdarDevelopment & FinancePgm ldb OKB Microsoft Access Record-.. 11/06/2003 07:57
2 oo % UpgradeFinanceFromSenver MDE B42KB  Microsoft Access MDE D 22/05/2003 1445
o D”"a‘ . 8 financepgm.mde 53102KB Microsoft Access MDE Da... 13/05/2003 13:48
evelopment B FinanceDBChg MDE 1956KB  Microsoft Access MDE Da... 31/03/2003 12:09
Q3 GordonBrock % FinancePgm.mdb 152,256KB  Microsoft Access Database  11/06/2003 1027
2 My Documents &7 FinanceDBChg.mdb 2B58KB  Microsoft Access Database  22/05/2003 08:23
Qnet [$)FinanceDataRenameBack Mdb 5000KE  Microsoft Access Datahase  31/03/20031116
00 PeAnywhere &]FinanceDataForTransfer MDB 412KB Microsoft Access Database  31/03/2003 1502
CJ Program Files [$)FinanceData Mdb 10540KB  Microsoft Access Database 10/06/2003 11:43
21 Pupils %] FinanceBackup.mdb 816KB  Microsoft Access Database  25/02/2003 1306
§ RECYCLED @ FinanceWNEWHLP 21KE Help File 25/02/2003 1257
£ Westhome | @ FINANCE HLP 99KE Help File 07/05/2002 12:45
£1 WINDOWS @ Finance Whew hip 13KE Help File 07/01/2003 09:37
/3 WS Finance (QFinanceWNEW.CNT KB Help Contents File 25/02/2003 1256
a0 (QFinance cnt 7KB Help Contents File 19/04/2002 06:58
2 D on'SERVERZ' €) (QFinance Wnew ot KB Help Contents File 07/01/2003 09:37
5 FINANCE on 'SERVER?' (F) ] Finance.GID 32KE GIDFile 03/06/2003 08:28
2 PUPILS on 'SERVERZ' (P) (=] Finance FTS 114KB FTSFile 11/04/2003 11:26
. . Dnetere 6468K8  Application 02/05/2003 1312
2 SCHOOLS on'SERVER?' (5))
5 PERSONAL on SERVER? (C1Disk Images Finance File Folder 17/12/2002 12:45
20 en ) s Copy of 1210503 yed 4934KB YED File 21/05/200311:37
(3 Printers

25 object(s)

28408 (Disk free space: AO3ME)

| =) My Camputer






Scroll down to the bottom of the screen and you should see the file you copied with “copy of “ at front of it

Right Click the File

Left Click Rename

Rename the file to “YearEndxxxx-yyyy.mdb” (Do not include double quotes or slashes)

For example, the year-end file for the financial year 2002/2003 should be renamed to “YearEnd2002-2003.mdb”

Press Enter

Close Windows Explorer

· Accessing the Year-End Database 
To access the information held in the year-end database you have created,

Login to the Finance Module

From the Main Menu hold down Ctrl and press F11

You will be presented with a screen similar to the one shown below
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Click No

You will then be presented with the following screen, which will allow you to search for your year-end database. 
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At the top of the screen, locate the “Look In” dropdown-box and use it to find the WS Finance folder where you renamed the file earlier.

Double Click YearEnd2002-2003.mdb

The computer will now attach to this data and return you to the Main Menu.

From the Main Menu, hold down ctrl and press F6

Click OK when message below is displayed.
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You will now have a table at front of you.  Use the right arrow key until you get to the field Organisation_Name
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In that field will be the name of your school, replace the text which appears in this field with, for example, YearEnd2002-2003

Press Enter

Click on FILE and then CLOSE.

Hold Ctrl and Press F12.

The Main Menu will reappear and the text which you entered should appear at the bottom of the screen. 

NB You only have to follow this procedure the first time you use your year-end database.  It is very important that you follow this step to avoid the danger of the year‑end database being confused with the live database.

· To use your main finance data

Hold Ctrl and Press F11

Say No to the message that appears

Browse to the WS Finance Folder the same way as before

Double Click FinanceData.mdb

The system will now attach you to your live finance data

The school name should appear at the bottom of the main menu

· To use your year-end database

Hold Ctrl and Press F11

Browse to the WS finance folder that contains YearEnd2002-2003.mdb

Double Click that file

The text which appears at the bottom of the main menu should indicate that this is the year-end database
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