Copy System Sage

How to make a copy system on VIP

Ensure that all other operators have closed their VIP systems.

¢ From the company listing screen (before you access any company)

Click on Options
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e Click on Copy System then continue
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e Click on OK, once you have read the message which displays

VIP Payroll . o]

@3 THE COPY PROCESS MAY TAKE A LONG TIME AND MUST NOT
¥ BEINTERRUPTED.

THIS COPY PROCESS DOES NOT TAKE THE PLACE OF YOUR
REGULAR BACKUP THAT IS STORED IN THE COMPANY SAFE.
It has been specifically designed to allow you to

create a Copy of VIP at the Tax Year-End.

ON A STAND-ALONE PC AND FOR NETWORKS

1 There must be enough space to copy the whole

VIP Directory on the Drive on which you want to

create the new Directory.

Give the Directory a unique name which will not

be confused with your usual VIP Directory.

3 Youwill be given the opportunity to create a
new Shortcut con for the New Directory.

™

IN A MULTI-USER NETWORK SITUATION

4 You must ensure that all other Operators are out
of VIP at the time you Copy the Dircctory.

5 You must have rights to create new Directorics.
VIP cannot do this for you. Request help from
your IT Department. I
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e Type the location of the copy system directory and then continue

VIP Premier

Payroll & HRM

Please enter the Directory for your System Copy

e Select Yes to proceed

VIP Payroll

f £ , The Directory you have selected does not exist.

Y Doyou want to create it?

Type in the location of the new VIP \

Directory (Where you want the copy system
to create — e.g. C:\VIPCOPY)

It is advisable that you use a label that is

unique and descriptive e.g. If you are
copying February’s system then you should
call the copy system Feb2018. Do not use
special characters and do not leave any

spaces in the name of the new folder. /

e Do not interrupt the copy process, as it runs through in DOS.
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¢ Once the copy is complete (The DOS Screen will disappear), a message will appear to

say that the copy system is complete. Click on OK
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e Choose Yes to create a unique shortcut which will display on the desktop.

Softline VIP Ah [

@ Do you want to create a Shortcut?

e Type in a name for your Shortcut e.g. VIPCOPY

Please enter the Directory for your System Copy

Copy System

\ Directory

[C:AVIPCOPY

Please enter the Label for the Shortcut ‘

N
Copy System
Shortcut/Icon
J

e Continue
e The new icon will appear on your desktop

¢ Please access the new icon and ensure that the VIP copy directory is identical to your
live VIP system
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