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Archiving

This article will explain how to use Archiving in BakeSmart.

1. From the BakeSmart Main application click on Administration and then Company Info.
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2. In the Company Info screen click on “Archive Old Records”.
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Registered To: | John Smith Server Location: | Central
Company: | Crosstown Bakery Week Starts On: | Thursday

Address: 123 Main Street

City/State/zip: Indianapelis IN 49123 Use Touch Screen Interface In Main System (Where Available)?: O |

___ Phone Number: | 555-555-1234
Fax Number: | 555-555-4321
_ ‘Website: |
Tax ID:

Store Customer Credit Card Information?: O ‘

Disclaimer: Legacy USA does not recommend storing credit card
information in BakeSmart, Use this feature at your own risk. By turning
on this feature, you agree not to hold Legacy USA liable for any transfer,
loss, or theft of the credit card information stored in BakeSmart.
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3. In the “Archive Old Records” screen you will be prompted to pick a date. This date

and everything forward will remain in the live system. All dates prior to this date will
be archived.
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4. You have the option to archive Sales and Orders. If you wish to archive both you will
need to repeat the Archive process for each. Once you have begun the Archive
process you will need to wait for it to complete.
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5. You will be notified when the Archive process has been completed.
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A few notes about Archiving...
The date you pick during the Archive process WILL remain in the live files.

When Archiving orders the date you select will correspond to the order’s “Required By”
date.

The first time you Archive, depending on your sales/order data, the process WILL take
multiple hours. You may want to consider limiting your initial Archive to small blocks of
time and Archive over several days.
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The following Reports will include Archived data (if the date range of the report goes into
the dates of the Archive)

Point of Sale Reports

- Sales

- Sales Summary

« Tax Summary

- Payments

- Payments Summary

- Sales By ltem

- Sales By Subcategory
- Sales By Category

All Transaction Reports

- All Sales/Orders

- All Sales/Orders Summary
- All Payments

- All Payments Summary

« All Taxes Summary

- All Items By Category

- All Items By Subcategory
« All tems Summary

- All Items By Supplier

- Summary By Price Level



