WorkExpo

Software for managing work experience programs

Info Plan Software

PO Box 195

Elwood 3184

email: software@infoplan.com.au
web: www.infoplan.com.au
contact: Terry Chapman

WorkExpo On-Line Guides
END OF YEAR ROLLOVER




2 WORKEXPO Training Materials

© COPYRIGHT 2004 INFO PLAN SOFTWARE
All rights reserved

No part of this publication may be reproduced or transmitted in any form or by any means without prior permission from
Info Plan.

While every precaution has been taken in the preparation and production of this publication, the authors and Info Plan assume no
responsibility for errors or omissions. Neither is any liability assumed for damages resulting from the use of information contained
within.

Distributed by Info Plan Software PO Box 195 Elwood 3184 Ph: (03)9531 1091 Fax: (03)9531 4927



WORKEXPO Training Materials

End Of Year Rollover - Archiving Records

Note — Make a backup of your data before proceeding.

What to do Notes

1. With the WORKEXPO  WORKEXPO can archive student records, employer records
main menu on your or arrangement records. This helps maintain your database.
screen click on the
ARCHIVE button.

2. The Archive Wizard x|
dialog box will appear. Archive Wizard &
You can ChOOSG to This wizard will help you archive records Ly
aI’Ch |Ve arrangement You can archive old student and employer records as well as archiving old arrangement records
records, student records
or employer records —What would you like ko archive?

In th|s example we W||| G éworkexperience arrangement recards
archive student records. £ student records

€ emplayer recards

Select “I’d like to
archive student
records”

" Browse archives

Click on the NEXT
button...

Help | Cancel | = Back | Next > |

3. Type the form or year
level of the group of WORKEXPO archives student records by form or year level group.

students you wish to
archive in the box.

4. Click ARCHIVE Your records are now stored in an archive. You can browse the archive at
any time by clicking the ARCHIVE button then selecting “I’d like to
browse the archives™
NOTE:

Records can be restored or deleted from the archive. For further
information check ARCHIVING RECORDS in the on-line help file.




