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Infusion Monthly Housekeeping Checks

@ infusion

business software

Primary Responsibility

System Administrator

Objective

To ensure the database is kept in good order.

Outcomes

Under normal circumstances, the process will run and complete with out any error messages.

If an error is reported, please contact Empower Business & Accounting Solutions asap (021 996 441,
trevor@empowerbusiness.co.nz).

Please provide a screenprint or note any error message to help with issue resolution.

Step by Step Instructions

This procedure can only be run when the user has exclusive access to the system. We recommend it is run at least once
per month. In order not to inconvenience other users, we recommend this procedure is run outside of normal business
hours.

The procedure can be used for both local installations and Hosted versions of Infusion.

ROLE RESPONSIBLE STEP
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ROLE RESPONSIBLE STEP

System Backup
NB A backup should still be created even if other backup processes are run on the
server, including Hosted.

Ensure all users are logged out of Infusion.
System You can find out if anyone else is logged into the system by going to Admin | Other |
Administrator Who's Logged In.

Once you are the only user in the system, click on Exit. You will see the following message:

IMFUSION Elite
o Do you want to backup your data?
System
Administrator
Yes Mo
Click on Yes.

Note: If you do not see this message when logging out, it means either someone is still
logged in, or your user settings do not permit you to do backups.

(Y] Backup Data =
This process will create a backup of your data. Your
custom reports will be included in this backup.
Options
[[] Backup Images  [] Backup Documents

System
Administrator

Data will be backed up into folder :

CAnfugion Backups m

“ Backup | . ® cancel
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ROLE RESPONSIBLE STEP

Select the folder where you wish to save your backup. Preferably this should be a location
that is not the same as the Infusion system. e.g. memory stick, separate hard drive, or
cloud storage.

Infusion will automatically create the file name. This is made up of the Infusion version
number, the date and the time.

System
Administrator File name: [BS&220181201-0541 v
Save as type: |Zp Files i |
Click Save.
System The time taken to do the backup will depend on the size of the system data files and the
Administrator location you are saving to.
System

o Once the backup is completed, the system will shut down.
Administrator

Run Reindex and Integrity Checks

System

o Log back into Infusion.
Administrator

Go to Admin Menu and select the Reindex Files Option

System Staff Admin Window Help
Administrator

8 Reindex Files
. Check / Repair Files

* This document is uncontrolled when printed. It is the responsibility of the reader to access the latest copy of this document from
empowerbusiness.waywedo.com.

Empower - Business & Accounting Solutions Manual, Infusion Monthly Housekeeping Checks 3of6
Author: Trevor Huett, Modified: 01 Oct 2019



EMPOWER

BUSINEEE & ACCOUNTING SDLUTIDONE

ROLE RESPONSIBLE STEP

(6] Reindex

Reindex will resort and compress your data files.
Recommended frequency : Once per month unless required.
There MUST be NO OTHER users in the system.

Rermove Emails older than 0 | days (0 for None)
Remove Schedule Diary and Pins older than 0 | days (0 for None)
System [#]:Perform Checking, Integrity checks, Rebuild histories (slower)!

Administrator Please make sure you have a backup.

“ Reindex ® cancel

Enter the number of days you wish to keep the mails sent from Infusion available. 7 Days
will normally be sufficient.
Leave Remove Schedule Diary at zero.

System

o Click on Reindex
Administrator

You will see the reindex and integrity checks running, and then this message:

IMFUSION Elite

Do you wish to delete redundant tempaorary files.
Recommended,

System

- = BAK, *.TBK, *TMP, FTE**
Administrator

Click on Yes.

* This document is uncontrolled when printed. It is the responsibility of the reader to access the latest copy of this document from :
1

i
I
|
| empowerbusiness.waywedo.com.
|
-

e R R )

Empower - Business & Accounting Solutions Manual, Infusion Monthly Housekeeping Checks 4 0of 6
Author: Trevor Huett, Modified: 01 Oct 2019



EMPOWE

BUSINEEE & ACCOUNTING SDLUTIDONE

ROLE RESPONSIBLE

System
Administrator

System
Administrator

System
Administrator

System
Administrator

System
Administrator

STEP

IMFUSICON Elite >

o Reindex Complete

Click OK.

Run the System Verification Report

Go to Admin | System Reports | System Verification

INFUSION Elite

Are you sure you wish to run the System Verification Report, it
can take some time.

Click Yes.

All of the totals should agree. See report example:
System Verification Sample

If any differences are reported, please contact Empower Support.

Advise all users thar Infusion is available again.

Time Expectations

* This document is uncontrolled when printed. It is the responsibility of the reader to access the latest copy of this document from
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In normal circumstances, the housekeeping checks should take no longer than 15 minutes.

Advice

If you need any help with this procedure please contact:
Trevor Huett, Empower Business & Accounting Solutions

021 996 441 trevor@empowerbusiness.co.nz

Disclaimer

This information contained in this document is presented for general educational and information purposes. We cannot be held responsible for any issues
or losses that arise through the implementation of these instructions. The user of this information is responsible for the security of their own data and

systems. E & O Excluded. This document has not been issued or approved by Infusion Business Software .
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