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 Upgrade Checklist


	
	Month:
	 

	
	
	

	
	Process date:
	 

	
	
	

	Step
	Procedure
	

	
	
	

	Step 1
	Ask everyone to log out of MYOB.
	

	Step 2
	Make a back-up of the MYOB data file, called prior to upgrade
Directory :                                                              
	 

	Step 3
	Identify location of Add-On 
Directory :                                                              
	 

	Step 4
	Disable the screen saver
	

	Step 5
	Move the data file to the local computer.  
	

	Step 6
	Upgrade the datafile.
	

	Step 7
	Perform an optimisation.  
	

	Step 8
	Move the data file back to the area it is normally accessed.  
	

	Step 9
	Ensure old data files are moved to the back-up area. 
	

	Step 10
	Enable the screen saver
	

	1.________________________ 2.________________________

3.________________________ 4.________________________

5.________________________ 6.________________________

7.________________________ 8.________________________


	1
	2
	3
	4
	5
	6
	7
	8

	Step 11
	Install MYOB upgrade on all computers
	 
	 
	 
	 
	
	
	
	

	Step 12
	Check sharing access of datafile on server.
	
	
	
	
	
	
	
	

	Step 13
	Use MYOB Templates upgrade assistant to upgrade all forms. (MYOB Tools)
	
	
	
	
	
	
	
	

	Step 14
	Add MYOB customised Shortcut to desktop
	
	
	
	
	
	
	
	

	Step 15
	Check computer can access customised templates
	
	
	
	
	
	
	
	

	Step 16
	Reconnect Add-On Solution

Control Panel->Administrative Tools->Data Source

Delete existing MYOB source and add new MYOB ODBC Connection
	 

	Step 17
	Check that the Add-On report is linked to the MYOB data file.
	 

	Step 18
	Add-On report - check that it will update existing data.
	

	Step 19
	Add-On report - check that new data can be added and updated
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