System Manager
Monthly Operations

=) Recalculate GL Balances - DI ﬂ ) Pack and Reindex Files - |of x|

s M R o il { e ke f . Pack and Reindex will remove any "dead space' from your files and will ensure that the
ecalculate will perform the following functions: indexes are up to date. Normally this is not necessary. However, if you have been deleting

a large number of records the files may be abnormally large.
Please note that dead space is normal and is automatically re-used by the system when new

o Re-post all current and historical batches. records are added. While packing the files may temporarily increase the speed of your
system, it is not normally necessary.

o Clear all account totals for all defined periods.

o Recalculate YTD totals and balance forwards for all
periods. Select the files you want to Pack and Reindex.

o Recalculate Revised Budget Amounts if Budget File Name Desc Size Size Chg
Transactions are enabled for a given year. ap_99mag.dat [Accounts Payable 1093 Magnetic Med64 kb 0, =
ap_cfgl2.dat  |AP Configuration (v12 replaced Ap_Cf{64 kb 0. 2
Once recalculate has started, it cannot be canceled. ap_ck.dat AP Check Headers 7.7 Mb 0. =
ap_ckh.dat Historical AP Check Headers 72 kb 0.
Recalcul aling. ap_cklh2.dat  |Historical AP Check Lines (v7 replaceq68 kb 0. v
ap_ckin2.dat  |AP Check Lines ( v7 replaces Ap_CkL|30.6 Mb 0.
ap_cont.dat 1AP Vendor Contact File 80 kb 0. h 4
316.2Mb 0.
< | 2
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www.multiviewinc.com/cyma-sm-pack-reindex-recalculate
These are three features that will keep your system running clean. Everyone else should be logged out of the
system when performing. Create a backup of your company folder before performing these functions.

» Recalculate GL Balances - Sometimes the server or workstation may shut down or "hiccup" in the middle
of a posting process, causing inconsistency in the data files and reports. This operation will strip away all
balances and re-post the batches to insure the displayed balances are correct. We recommend
performing this operation every few months. An absolute must before closing your year!

» Recalculate Employee Balances - functions in the same manner but for PR. Helpful if you have been
changing W-2 box information in the Employee records.

» Pack and Reindex Files - Good idea to run every few months.




