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LegalSoft has 3 database options:

e MS Access
« MS SQL
* MySQL

This section deals with the MS Access version.

For other options contact our helpline.

This chapter covers the 9™ pull down menu set.

1. Create Query Database.
2. Data Verification.
3. Status.
4. Change Database.
5. Backups.
5.1 Back up to File.
5.2 Auto backup.
5.3 Restore a Backup.
6. List of Figures for Chapter 9.
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:l NAMES AND ADDRESSES OR ANY OTHER REFERENCE TO PERSONS OR ENTITIES
LIVING OR DEAD IS PURELY COINCIDENTAL. NO TRUE OR REAL DATA IS OR HAS BEEN

USED; THE DATA HAS BEEN CREATED TO REPRESENT WHAT REAL DATA WOULD

LOOK AND FUNCTION THROUGH THE FUNCTIONS OF THIS PROGRAM. GEOGRAPHICAL
AREAS AND REGIONAL NAMES ARE CORRECT, AS ARE THE CODES AND GOVERNMENT



ENTITIES THEIR IN. SOME FICTITIOUS AREAS AND NAMES ARE USED FOR TRAINING
AND EXPLANATIONS FUNCTIONS OR PURPOSES.
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This chapter covers the 9" pull down menu set,

Clicking the Database button as shown below in the file menu opens the drop down menu.

v;’? File Add Costs Actions Document Tracking Stationery Reports Financials Setup < _Eatal:uase > Help

N N e e T e T e—
Figure 1. Database Option from File Menu
The drop down menu looks like this.
Create Query Database
Data Verification
Status
Change Database Backup ko File
Backups —  Auko Backup
Restore a backup

Figure 2. The Database Menu



1. Create Query Database.

This option is not available yet.

2. Data Verification.

This option is not available yet.

B Database Status / Summary

Figure 3. Data Verification Form.



3. Status.

The Statue option is a summary of the database. It is a list that details the main events and how
many events have been processed in the database.

For information regarding how many clients we have or |2\l number of files on the system: 35541
Total number of clients on the system: 2

how many matters on file this summary details them. Total number of sheriffs on the system: 470
Tokal number of tracers on the swskem: 470
This is the Form that opens. Tokal number of lavwwers on the syskem: 1

Total number of agents on the syskem: 1

— 3 File Status Breakdown
8 Database Status / Summary §|
— 3rd Party query loaged: 1
Acknowledgement of Debt - Marked For printing: 2
Tokal number of files on the systermn: 35541 # AOD - Received Signed: 1
Total number of dients on the system: 2 = .ﬁ.ppl!cat!nn Default Judgrment From Coort: 147
Tokal number of sheriffs on the systern: 470 Application DEFE{'—'": Judgment to Courk: 2343
Tokal number of tracers on the system: 470 b Judgement pr!nted: .ﬁ.yanda. M: 109
Tokal number of lawyers on the system: 1 D Judgement pr!nted: Pam Naidoo: 1
Total number of agents on the syskem: 1 D Judgement printed: Terence Peterse: 3
D Daka Transferred to C2RS: 7297
Filz Skatus Breakdown Debtor is under administration [ sequestrated: 9
Debkar Unemployed: 1
3rd Party query lagged: 1 D.eFauII: Judggment printed: 1
Acknowledgement of Debt - Marked for printing: 2 F!|E over Pr'”t?d: Zb4
AOD - Received Signed: 1 F!Ie cover re-printed: 23
application Cefault Judgrment From Court: 147 F!Ie opened: 1040
application Default Judagrment bo Courk: 2343 File sent: For tracing: &4
D Judgement printed: Ayanda My 109 Handed.nver to Legal: 1523
O Judgement printed: Pam Maidoo: 1 Instruction captured: & )
O Judgement printed: Terence Peterse: 3 Judgement by DEFE"-_'lt printed: 93
Daka Transferred to C2RS: 7297 3 Letter of Demand Printed: 2
T U Sy bl Letker of Demand senk out: 13
Letter of Demandz Marked for printing: 1
Close LoD - Posted: 36
LoD - RTS: 53
LODf129 - RTS: 871

Figure 4. Database Status. Makter being Defended: 1
Matker Closed: 4677

Matker Recalled: 312

. Matker Re-Opened: 82
Use the scroll bar on the side to scroll down and read the | 1ca section 129 Printed: 45

database status. on Hold: Client ko revert: 39

Payment Received: 4757

Prit Schedule Printed: 1155

Promise bo pay listed: 1st Defendant: 2
PTP lisked For Def Mo, 1: 233

Query senk ko SE38 via CACS: 39
Request For Judgement Prinked: 1
Request For Judgement Sec 57: &
Request For Judgement senk bo courk: 2
Scanned Document Akttached: 2553
Sec, 129 - Req, Mail; 1855

Secondary cover prinked; 2122

SM3 Mo, 1 added to send lisk: 9
Surmmary Judgement Application sent ko courk; 1
Surmmons from Courk; 32

Surmmans Prinked: 55

Surnmons Prinked: Louisa Sithole: 161
Surnmons Served: 114

Ssummons Served [Failed]: 46

Surnrmons bo Coorks 1077

Surmnmons to Sheriff: 442

Figure 5. Status List of Database.



4. Change Database.

: It may be required to change the database. There should be very good reasons for this.
Please beware changing the current database will result in no new data being added or querying
old data is not possible.

To change the database, the path must be changed in this program.

=~ Click on Change Database option. You will be required to select the new database from a file
open window.

P
\‘_./ Select the new Database path,

Figure 6. Confirm new data base path.

Open EE|

Look in: | ) Reader _'_| . IfF Ed~
- ICaBrowser
uﬁ [iHowWTo
MuFRecent |73 Javascripts
Docurments E)Legal
Fi' .|_='| Messages
I Optional
Dezktop Ciplug_ins
= ICiplug_ins3d
__J I3 5PPIugins
o ; IiUpdater
HEOEHIES e wehSearch
My Computer
g File name: | l] \ﬂ]
My Metwork  Files of bype: MS Aecess Database =l Cancel
Fi
Al [ Openaz read-only

Figure 7. Open File Window.

=~ Click = the drop down menu arrow to select from the pre-defined list in your computer.
Highlight the one, which is correct. To select it =~ Click with the left mouse button.

=~ Click 2T to select the file.

=~ Click $ to leave this option without changing database.

Confirm this is the correct database. Then continue to use the program as usual.



5. Backups.

Backup to file
Auto Backup
Restare a backup

Figure 8. The backup menus.

Backing up is a vital step in protection for data and the work done by company staff. Losing data is
a waist on time, as staff must re do and re-enter information and detail. Erroneous data is highly
likely. Running a back up is the only part of the day where the computer does all the hard work.
Please adopt a regular back up routine to safe guard you data and make redundant copies for
double protection.

5.1 Back up to File.

Back up to file is the fist method. A copy of the current database is created, in a defined folder.
The best back up system for your organisation is, the one your staff, are willing to adhere to.

The Backup form opens.

% '
¥iaDatahass Rackup X = Click | to open the Open File
Window. Use this to select the correct
Database Path folder in the correct drive. Select the
| C:\Program Files\C2RS\C2RS.mdb correct destination.
Backup Path
| wf
. Backup 2

Figure 9. Database Back up Form.

% Choose a Destination

=~ Click. = the drop down menu arrow to select from

the pre-defined list.
Highlight the one, which is correct. To select it =~ Click S =l
with the left mouse button. 3 Chapter images ”
Eche
I:l 1Create QueryDataBase
- . . (L2 dataverification
=~ Click Select Button to Select folder and continue. (£33 status
(14 Change DataBase
. (L35 backups
— Exit . : . _
=~ Click. L to leave this option without | [_1Expart ko File Tests
backing up. BE Test Documents
Select Exit

Figure 10. Destination Widow Select.



The backup form with destination path selected.

W Database Backup

Database Path

3

| C:\Program Files|C2RS1C2RS mdb

Backup Path

|C:'|,D|:u:uments and SettingsiQuenton L ...

ker imagesiCha

Backup | Exit

Figure 11. Backup Form Ready.

* Database Backup

Database Path

| C:\Program Files\C2R51C2RS. mdb

Backup Path - BacupProgress

|C:'|,Dn:n:uments and SettingsiQuenton L

...... BaselS backups

Backup |

Exit

— ki
=~ Click ﬂ to start the backup.
=~ Click. ﬁ to leave this option

without backing up.

The Backup Form with the progress
shown of Back up. The bigger the data
base the longer the process.

Computer specifications will also have a
direct influence on time taken to
complete the back up.

The path and Network settings will also
influence back up Time.

Figure 12. The Progress Bar.

Netcol

images\Chel25102007 ., 1sh

& The backup has been completed
. l) The backup was saved as Z:\Documents and SettingsQuenton LandmaniMy DocumentsiHelp Files\Chapter

3

Figure 13. The Completed Popup.

When complete the Notification window will tell you the back up is complete.

@ Backups are a process and there are many methods. Choose one that is suitable to your

organisation. This copy should be kept on a hard disc in another computer or in a
removable hard disc or other form of storage. Place in a safe place, and cycle the back ups
between 2 or 3 drives in rotation. This is a form or redundant backup. Be careful of CD or DVD
discs. They are prone to cracking when older, and if scratched become unreadable.



5.2 Auto backup.

The Auto back up will perform a database backup, at a specified time, method and destination
without an operator input. There is no chance of forgetting, but a check should be done from time

to time that the backup works.

P Setup Auto-Backup

& Don't use Auto-backupd

" Bachkup at program start-up

" Backup at program shut-down

Auko-Backup Path:

Figure 14. Set up Form.

5 Setup Auto-Backup

" Don't use Auko-backup f* Daily

{* Backup at program start-up; " wWeekly

(" Backup at program shut-down

Auko-Backup Path;

Set

Ezxit |

Figure 15. Selection Back up at Start Up

5 Setup Auto-Backup

" Don't use Auko-backup f* Daily
(" Backup at pragram start-up " wWeekly
{* Backup at program shut-down
Auko-Backup Path;
Set Exit |

Figure 16. Selection Backup at Shut Down.

The “don’t use Auto Backup” feature is
the method of cancelling an existing
auto back up.

The select at start up happens at
program start up. It is an Automatic
procedure. There is no operator
interaction.

Select destination folder.

The select at start up happens at
program Shut Down. It is an Automatic
procedure. There is no operator
interaction.

Select destination folder.

=~ Click e to open the Destination selection window to select the correct destination.



% Choose a Destination

. Select
=~ Click ﬁ to select to set up.

EE ~

3] Chapter images » Bl

{ZAChe =~ Click. to leave this option without
(3 1Create QueryDataBase selecting a destination.
([ 2 dataverification
[[3 status

(14 change DataBase
BE 5 backups

[ AExport ko File Tests
I:l Test Documents

=

Select Exik

Figure 17. destination Form.

5 Setup Auto-Backup

Correctly completed form.

" Don't use Auko-backup Dailyi
f+ Backup at pragram start-up " wWeekly

(" Backup at program shut-down

Auko-Backup Path;
|C:'|,D|:u:uments and Settings!Quenton Landmaniiy DocumentsiHelp L,

Set | Exit |

Figure 18. Complete set-up.

= Click $ to complete the set up.

=~ Click. et to leave this option without setting up an auto backup.



5.3 Restore a Backup.

The Restore Back Option allows a recovery of the database. The Current database has been
damaged by any number of reasons. A virus, operators entering fictitious data or sabotage are
possible reasons to restore to a known good version of the database.

A copy of the current database was created, in a defined folder in case of damage to the
database. Performing a Backup to file or setting Automatic backups did this, recovery file.

The Restore form opens.

=i . 1
LRestore a backup file L3l <= Click - to open the Open File
Window. Use this to select the correct
Database Path folder in the correct drive. Select the
|C:'I,F‘r|:n;|ram Files\C2R5VC2RS5, mdb correct destination.
Restore From:
| ol
| Restore | 2

Figure 19. The Restore Form.

=~ Click. —

The drop down
menu arrow to
: select from the

1

Loak in; |j 5 backups _J & % B~

B

gly Recent pre-defined list.
ocuments
i' Highlight the
Hlsskion one, which is
correct. To
2N select it =~ Click
=/ with the left
by Documents mouse button.

Ll
k|

by Computer
‘T% File narme; | l] Open |
by Metwark, Files of lupe: |E2HS Backup [.lsh) __v_J Cancel
Flacesz

| Dpen az read-only

Figure 20. The Open Window - Recover file.

— o]
= Click ﬁ button to start recovery process.

— Cancel . . . .
=~ Click 2 _lto leave this option without File Recovery.

The Current database is incorrect, damaged or virus ridden. There is no point in keeping it or
trying to fix it. The restore process will delete it.



: If you really want it, save it file by saving through Windows Explorer. That is not part of this
program; consult Windows™ Help files for this procedure.

The confirmation Alert Pop up will require an affirmative answer to continue.

¥ | By restoring the backup, all the data added to the database since the backup was made will be lost,
\-—'Q/ Do wou want bo continue?

Figure 21. The Restore Confirmation Popup.

Netcol

If there is no file selected. Highlight the one, which is correct. To

If the path is incorrect or no longer valid you will get this error.

Figure 22. No Path or no file selected.

& Restore a backup file

The Progress bar will indicate the Database Path

status of the back up. Be patient this [C:\Program Files\C2R5,C2R 5. mdb

take a minute or two. Speed is " BackupProgress
dependant on database size, path of P s

backup, computer specifications and | J

usage of network resources.

Figure 23. Restore Backup Progress.



& 5 backups

File Edit Wiew Favorites Tools Help
@ Back ~ () . ﬁ- / ! Search :f Folders i
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