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How to archive old bookings, statement & invoices

Archiving

The STR file contains all of your data including bookings, invoices and driver statements.
If the STR file becomes too large, it can cause the system to slow down.

Archiving reduces the size of the STR by moving all the old invoices, driver statements and
bookings into a special archive file. If you need to look back at any of these old items, you
can perform a search and view the archived items.

How much data should I archive?

Do not archive bookings that haven’t been statemented or invoiced. We tend to
recommend that you leave at least 2 months worth of data in your main STR file.

However if you regularly look up bookings that are up to 6 months old, leave 6 months
worth of bookings in the main database e.g. only archive up to 6 months ago. Most of our
customers leave at least 3 months of bookings on the system.

When should I run an archive?

Try and make archiving part of your monthly routine - maybe run the archive on the first
day of the month or the last day of the month. So for example, if you've decided that you
want to keep at least 3 months of bookings on the system and you’ve decided to run the
archive on the first day of each month and it’s the 1%t October, you’ll be archiving bookings
up to 30" June. This means that you'll have July, August and September still on the
system and as October progresses you'll also have the October bookings. The following
month (1% November) you'll archive up to the 31% July and so on.

Naming the archive files

When you run the archive, Navigator will suggest a name for the archive file - the default
file name is Navgtr-todays date.ach. We recommend that rename the archive file so
that it's easily recognisable just in case you have to locate and examine the archive to find
old booking, statements or invoices. For example, you could call the files June05.ach,
July05.ach etc.

How long does the archive take to run?
If this is the first time you’ve archived, the archive may take a while to run, maybe 10-20

mins. If run monthly therafter, subsequent archives should only take a minute or two at
the most.

Please note!

All client machines must be logged off whilst the archive is running so choose a
quiet time when it won’t cause too much disruption,

Running an archive

To run an archive you must be on the server and all the client machines must be logged
off, so this is best done at a quiet time when it won’t cause too much disruption!

1. Log off all the client machines
2. On the server, right-mouse click on the NavSrv icon in the System

Tray (you'll find this in the bottom right-hand corner of the screen)
and choose Connection Info

Navigartor Pre
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Right-mouse click on the
Navigator Server icon and
choose Connection Info

Shut Down Diplomat Mavigator Server
-1 Diplomat Navigator 5... = riv 'lr, 5 16:13
1

3. The Navigator Server window will open...

ik Diplomat Navigator Server - No connections
Session Maintenance QPSS Configuration Help

§\Nwnavigate_devhT axilink, str

Connectio } A\Iocaled} Connection Hislory]

Mame \ ‘ Connection time | Machine ‘ IP Address | Traffic

Click on the Session menu
and choose Login, enter
your username and
password and click OK

Disk space: 14.91 GB . Fieset Stats Hide

Diplarmat Mavigator Server (Build 1.3.5.2)

Data: Disabled N Sent: D-0T-11472 P-1340

3. Click on the Session menu and choose Login

4. Enter your username and password and press ENTER or click OK
5. Click on the Maintenance menu and choose Archive

_ Click on the Maintenance
Delete old CID Booking Templates menu and choose Archive

Mame  Clean CID Booking Templates

Disk space: 14.20 GB . Rieset Stats Hide

Diplomat Mavigator Server [Build 1.3.5.4)

Data: Disabled N Sent : D-0 T-2840 P-584

6. A window will appear on which you can specify the dates you wish to
archive up to and a default name for the archive file will appear in
the File Name field - the default file name is Navgtr-todays
date.ach. You can change the archive name if you wish into
something more recognisable.

Navigartor Pre
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The warning ] ]
message reminds Auchive details Specify the dates you
you to close down T e ; T wish to archive up to.
. arming: 13 Importan 3l DEMOrE You confinue wil 13 archive H
all the client 1 that all Mavigator clients are shut down All |tem_s after t.hese
machines and that dates will stay in the
the archive might iz process may take a long time! main STR file
take some time Archive invoicable bookings befare: 3a0/09/2003 - J7
Archive non-invaicable bookings befare: 0/09/2002 - | A
FileM ame: |Mawgtr-20031027. ach
—
Change the name
. . Skart Cl
of the archive file if |
you wish Click Start to start
| the archive
7. When the archive has finished, an information screen appears telling
E you the result of the archive...
The archive run is now finished. The new data file will now
be renamed and the server will be shut down.
File info
Ol data file size: 1787.924 bytes | | 1'€ Archive Information
window will tell you how
Mew data file size: 1,031,702 bytes much the STR file has
Mew archive file size: E05.497 bytes been reduced by
Reduced size of data file by: 4230 %
Ohiject info
Mumber of objects checked: 2195 objects
Mumber of objects archived: 3EBE objects
Mumber of objects retained: 1829 objects
Block info
Tatal number of blocks checked: 1727900 blocks
Tatal number of free blocks: 271776 blocks
Tatal number of used blocks: 1516124 blocks
|:| I:I Tatal blocks archived: E15534 blocks
Tatal blocks in new data file: 300530 blocks
Total waisted space; 124371 blocks
Time taken: 1333 ms
8. Click OK to finish.
9. All the client machines can now log back on again.
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Viewing an archive on the server

The archives are kept on the server and viewing their contents is an easy process...

1.

2.

Log into Navigator on the server (STN 1)
Click on the Accounts menu

Choose View Archive

ik Diplomat Navigator Client - Taxilink

Session  Booking | Accounts Drivers &Vehides Pricng  Plots
Book | Desp & Edit accounts...

Mew Booking| El Invoicing...
Account Ref E BB viewjeancel old invoices by account...
E View/cancel old invoices by range. ..
Wehicle ’E E‘ Sage export...

Ho. Wehicles F I3 Hide/Show accounts. ..
Date ’EE
Tirne: W

Click on the Accounts
menu and choose
View Archive

Synchronize Local Archive with server c

The Archive Viewer window will appear...

il Diplomat Navigator Archive viewer

Search for

W lnvoices [ Diver statements v Bookings  From: [17/11/2003 ~|  To: [17/11/2003 =] $2 Besrch

MuchiveType /= [ Time | Details

//\\
/ \

Use the check boxes to
select the type of item you
are searching for, i.e.
Invoices, Driver
Statements or Bookings

Click Search
when you have
entered all the
search criteria
and are ready to
start the search

Enter the date range you
wish to search, for example
if you are searching for a
booking that occurred
during August, enter
01/08/2003 in the From

field and 31/08/03 in the
To field

Checked: 0

Found: 0 Invoices found: 0 Statements found: 0 Bookings found: 0

Nawvigator Pre

5. Use the check boxes to specify which type of item you're searching
for, i.e. invoices, driver statements or bookings.

6. Use the From and To fields to specify a date range that the item is
likely to fall into.

7. When all the search criteria has been entered, click on the Search
button

8. The Open archive dialog box will appear showing all the archive files
on the server in the C:\Navigate\Archives folder

9. Select the archive most likely to contain the item you are searching
for. The archive file name contains the date that the archive was run
on, for example, Navgtr-20031027.ach was run on 27 October 2003
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(the archive date is shown backwards) and then click Open.
Hopefully you will have been naming your archive files so they are
easily recognisable.

Look in: [ 3 Archive = =k B3~
Select the (= Navgtr-20051027.ach
archive file most Htestz.ach

likely to contain
the item you're
searching for

Click Open
Flename:  [Navgt-20031027.ach COpen

Files of typs: | Archive files ~| Cancel
10. The Archive Viewer will then display the search results in the
window...

‘i Diplomat Navigator Archive viewer

Histary |
Search for

¥ Inveices [ Diiver statemerts [ Bookings  From [08/03/2004 ~|  To: [08/03/2004 ~| & search

Auchive Type | Date Time | Details [slick to sor]

Booking 13/08/2003 1800 Dwr: 07, BRN 16, Acc: Cash, Frol hester Aipart, Gtk an: 382100: 335200, To: Abbott

Click on the Details column
header to sort into Driver call

sign order
The search results are
displayed in the
Archive Viewer window
< ¥
Time taken 0 seconds
Checked: 1 Found: 1 Invoices found: 0 Statements found: 0 Bookings found: 1
Viewing an archived item
1. If you want to take a closer look at any of the archived items, right-

mouse click on the item and choose View Booking

Navigartor Pre
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Select the item you
wish to view and click
View Booking...

vigator Archive viewer f_l@l@\

TVETEES [~ Driverstatements v Bookings  Fiom: [01/08/2003 |  To: [31/08/2008 | #2 Search
@ Wiew booking. % Print bocking...
Auchive Type Time Details

13.00 Manchester Aiiport, Gt.Man: 3

Booking

Booking Mo,

& print booking...

Or right-mouse click on
the item and choose
View Booking

< ¥
Time taken 0 secands
Checked: 1 Found: 1 Invoices found: 0 Statements found: 0 Bookings found: 1

Printing an archived item

1. If you want to print any of the archived items, right-mouse click on
the item and choose Print Booking

Select the item you wish
to print and click Print
Booking...

chive viewer

N\W' atemer [ Bookings  From: [03/03/2003 ~|  Te [31/08/2003 ~| $2 Seach
& view booking &5 Print backing..

5 Print booking. ..
Or right-mouse click on
the item and choose
Print Booking...

£ b
Time taken 0 seconds
Checked: 1 Found: 1 Invoices found: 0 Statements found: 0 Bookings found: 1

Viewing an archive on one of the other workstations

Normally the archives are kept on the server, but you can pull down copies of the archives
onto the other workstations. Once the initial synchronisation has been done, subsequent
synchronisations will just update the archive folder with any new archives rather than
copying the whole lot every time. Be warned, if there are lots of archive files, the initial
synchronisation may take some time.

Navigartor Pre
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1. On the workstation you wish to synchronise, click on the Accounts
menu
2. Choose the Synchronise Local Archive with server option
4k Diplomat Navigator Client - Taxilink
Session Booking | Accounts Drivers & Vehides Pridng Plots Cc
Book | Desp | & Editaccounts... .
Click on the Accounts menu and
MNew BDDking_E' Invoicing... choose Synchronise Local
R EQ view/cancel old invoices by account..{  Archive with server option
Q View fcancel old invoices by range...
Wehicle |E E‘ Sage export...
Mo, Vehicles |1— I3}, Hide/Show accounts. ..
Date EQ View Archive
Time |M¢ Synchronize Local Archive with server L
3. On the warning message click OK to continue
Warning
Click OK to
i WARNIMNG: The server is running on this machine!
@ continue Are you sure you want to copy the archive files locally?
4. A message box will appear telling you how many archive files need
to be synchronised, click Synchronise to continue
4k Synchronize Archive with server |Z||E|rg|
Y .
Click Synchronise
to continue
6 file(s) need to be synchronized
§'§§HEHF§H{£;§"§| Close
I:I I:I 5. When the synchronisation is complete a message will be displayed...
4k Synchronize Archive with server |Z||E|r‘5__(|
L L/ Click the cross
to close the box
Synchronization is complete
EENEEEEEENEENNENNEENEENNENNEENNENNENNENNERNEENEEE]
| LCloze |
Version 1.0 © Copyright Windowview Ltd September 2005 Page 9 of 9



