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Data Management 2025

To earn your digital badge, simply attend any 5 of the 7 topics + the Quiz

Backing up
* The Data Management tool

- Company archives

« Clearing your audtt tratl to remove old transactions Saaoe ~
8 >t
. . . v
* Deleting customers, suppliers, nominal codes and bank accounts
* Clearing stock transactions and deleting product records Data
Management
. . . : 2025
« Flagging records as inactive to hide them from your lists Sage 50 Accounts

* Quiz—Test your knowledge .

Register now



https://attendee.gotowebinar.com/rt/8118958131899573597?source=webinar
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112239553

What’s covered
in today’s
webinar?

What is an archive?

Demonstrations
- Take an archive
- Access an archive

FAQs

Differences
- Back up
- Clear audit tratl

Further support + Q&A




What is an Archive?

« Areadonly copy of your data as it appears in the program at that time.

Company Archives - A P Demoes and Sclutions

- Includes any existing logon details.

Path to Archives | C:\PROGRAMDATA\SAGE\ACCOUNTS'2023\COMPANY , 000VARCHIVES

- Cannot add anything new but can remove/edit records for GDPR

| Description | Version

- Need the relevant user permissions to access archive option. Mid Year 2021 2023 (v29)

« Instant access to revisit historical data, figures and run reports.

. Does not remove transactions.

« Archive file is saved within your data path. open | [ Dekete
- Attachments are not included in this

* You need to have access to the software to be able to view the archive.

Note: Archive files do not sync over Remote data access.



When might | take an archive?

Favourites  WebLinks Software updates  Help
Global Changes
Activation L
* Year End.
Customise your company

Opening Balances

e Clear Audit Tratl. I. (e pucrar)

Report Designer Clear Stock
. o Event Log... Delete Stock |
« Before any significant changes. Options Deta Menagement
Batch Reparting Maonth End

Data Service Manager. .. Q’Ear End )

Internet Options
: Archive Company

Consolidation




Archiving.

Run Backup &
Archive

Run Backup

Run Backup &
Archive

Run Backup

Run Backup &
Archive

GED OGED COGEED O G O G ¢ &= ¢

02/02

Run the yearend
process to close
prior year.

03/04

Reconcile first
quarterly VAT Return
and submit.

16/05
Clear audit Trail.

21/07

Reconcile second
quarterly VAT
return.

20/12
Start to prepare for
end of year.

06/10
Clearrecords
Customers & Suppliers




After archiving can you then delete old ) )
records you no longer use, such as Do | have to specify a date to run an Can | select certain areas of the
. H R . ,? . 7
customers, suppliers or nominals? archive: software to archive:




Company archives

» Creates aread only copy of your data which can easily accessed like a separate company.

Archive :
* The process does not remove any data from your live company.

« Takes a copy of your company data.
Back up « Canonly be used by restoring it into Sage 50 Accounts. This overwrites your live data.
* Once restored the data can be edited and new information added.

Clear

Audit » Removes older transactions up to a date you specify, reducing the size of your data files.
Trail

© 2025 The Sage Group plc, or its licensors. All rights reserved.




Summary

« Archiving creates a read only copy of your data, including all historical and current information.

» |tdoes notremove any transactions.

* You can take archives at anytime, but it is typically done as part of the Year End or before running
Clear Audit Tratl.

* You will need to use the same user credentials you used when creating the archive.
* Enablesyou to view historical data, edit and delete records and run reports.

* You cannotadd any new data.

025 The Sage Group plc, or its licensors. All rights reserved.




Find out more...

Archive company data

Backing up your data

Clearing your audit trail



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158673#h_72760124521606754256892
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112159906
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112238683&hypermediatext=null

Products - Integrated Apps - Sage University

Sage Webinars

Webinars are live online demonstrations hosted by a Sage expert, that help you to get the most out of your softws

Sage 50 Accounts - Live
Our free

inars help you to discover more efficient and effective ways to >

ccounts. There are new to,

use Sag dded each week.

Sage 50 Accounts - Recordings

Curon-demand r ngs are a great way

ofourwebinar

to take advantage

service.

Sage Business Cloud Accounting UK

Free online learni get the most out of Sage Accounting.

Useful tinks -

2. To get started,

Sage 50 Payroll - Live

Become an expert and learn the top tips and tric

forafree
legislation a

Sage 50 Payroll - Recordings

Ar =t

Sage Business Cloud Payroll UK

Free online learning

nathelp

choose your software below.

ks in payroll. Join us weekly

upcoming

SE any new

lemos of new product features.

ordings of of recentlive events that we've hosted.

Jet the most out of Sage Payroll

>




Thank you for attending!

Please take a minute to complete the survey as you leave.

You’ll recelve a follow-up email containing links to register for
future webinars and watch recordings.

SQSG © 2025 The Sage Group plc, or its licensors. All rights reserved.
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