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PASTEL XPRESS 2005 – MANAGING YOUR COMPANIES

OPENING COMPANIES

Once you have successfully installed and registered your product you will be able to start working.  It is very important that you follow steps below to assist you in opening your companies.

Opening Companies that have been converted

Upon opening Pastel Xpress 2005 you will see a dialog box that says Open a Company.  By default the demo company will appear but you will not automatically see the companies that have been converted.  To do this you would need to follow the steps to Manage Companies below.

Therefore if you are an existing Pastel Xpress user who has just converted their companies you will need to click on the Manage button on the Open a Company screen in order to progress further.

Starting up a brand new company
Upon entering Pastel 2005 for the first time you will need to create a company by clicking on File | New.  (For detailed information on creating a company please see Chapter 3 of the User Manual).  This company will automatically appear in the Open a Company screen the next time you log in.

Managing Companies

As mentioned above you will use the Manage Companies screen to add companies that have been recently converted. The Manage Companies screen will list all companies that you are currently using.  These companies are reffered to as active companies.  Once you have completed the Manage process you will see your list of active companies under the Company Database screen.  You will see your company name and the machine name that the data is located on in square brackets after each company name.  This is to prevent any confusion as data can be added from various other machines.

Terminology in the Manage screen:

Servers:  

What is a Server : A server is a machine on the network that has been selected as the principal machine for your installation of Pastel Xpress 2005.  The actual company data may reside on another machine or the same one.  The machine that is used for the installation and registration of Pastel Xpress 2005 is known as the REGISTRATION server.  The machine that houses the data would be called the DATA server.

Why do we need a Registration Server ? : By utilising a registration server we have simplified the registration process so that you only require one authorisation code for the entire network.  Each workstation will read the registration details from the server machine and this will avoid having to duplicate the process on a network of 10 machines.

Please note that a server here does NOT refer to a data server but a REGISTRATION server.  In other words, the machine or server that contains the registration information.  

Once you have successfully registered your server you will see the server name at the top of the Company Database screen.

Companies:  

What is a Company? : A company is a set of books that you have created in Pastel Xpress to input your data.  

Locate Server : 

There are instances where a standalone machine, which is registered as a single user (eg. a Laptop used at home and registered locally) also needs to connect to the Server (Company) registration and thereby access the same functionality as the rest of the users on the network.  For this scenario you will need to make use of the Locate Server button.

Once you click on the Locate Server button you will need to browse the network for the server machine.  For this to be successful you must already have mapped a drive to the server machine (eg. X:\).

Once you have located the X:\ drive you will need to browse for the Pastel05\Custom\Registration folder and click OK.

Adding and Removing Companies :

These options allow you to add companies to the Company List in the Open a Company dialog box.  If a company is not added here, it will not be available in the Open a Company dialog.  

As mentioned above when creating new companies in Xpress, they will be added here and on the Open a Company dialog automatically.

Note : Any company added to a Server will be seen by all users connected to/registered from that server.

Steps to Add a Company 

· Click on the Add Company button

· Browse the local drive or network drives for the folder that contains the company data

· Highlight the folder and click OK

To remove a company you will need to highlight the company you wish to remove (by clicking on it) and then clicking the Remove Company button.  You will be asked to confirm your actions and then the company will disappear from the list.

Important Note :  Your company has not been deleted.  It is still found on the relevant hard drive and can be added back again.

Activating and Deactivating Companies :

If a user does not have to use a company that is added to the Manage screen, it can be deactivated rather than removed.  This means that you will still be able to see that the company exists on the Manage screen but will not be able to work in this company as it will not appear on the Open a Company screen.

Sometimes companies are deleted through the Operating System.  If this happens the company will not be removed from the Manage list but will be deactivated.  The same applies to moving the folder via the Operating System.

You will remember that any company added to a Server is seen by all users connected to/registered from that server.  In environments where certain individuals only require access to certain companies, the other companies may be deactivated or even removed completely.

Important Note : The Remove and Deactivate options should not be relied upon as a security restriction.  You should still set up security access from within the company to ensure sensitive information is protected.

Steps to Activate a Company 

· Click on the Activate Company button

· Browse the local drive or network drives for the folder that contains the company data

· Highlight the folder and click OK

To Deactivate a company you will need to highlight the company you wish to deactivate (by clicking on it) and then clicking the Deactivate Company button.  You will be asked to confirm your actions and the company will remain in the list but display a red cross next to it.

Companies will only appear Deactivated (i.e. not in the Open List) in the following circumstances:

· A user has added a company to a server from their machine.  The company will appear Deactivated for all other users. What does this mean?  Eg.  John and Sarah are two users on a network.  The registration server belongs to Bob.  John creates a new company on the registration server (Bob).  The new company appears as active in his list of companies however does not appear on Sarahs pc.  Sarah will need to go into the Manage screen and Activate that company before she too is able to use it.

· The company has been Deactivated as above.

·  The company is an invalid company.  This could be due to various reasons such as missing files etc.

· The company path is currently unavailable.  This may happen when a user working in Pastel tries to open companies that are located on a network location that is currently unavailable.  The companies will appear to be Deactivated but as soon as the network location is available, will appear Activated.  A refresh of the company list can be forced by either going to the Manage list or by choosing File | Open on the Menu.

Troubleshooting

We have included some of the most possible problems you may experience and potential solutions to these problems.

Message:  Invalid Location for the Data

If a message is displayed that the location of the data is invalid (either when opening a company or Activating a company on the Manage list), check for the following:

· The path to the data is correct and that the server is switched on and available

· Try to browse for the company through Windows Explorer.  If you receive a message to say that the “Network is unavailable” you should try to restart the network.  Should this still not work you would need to contact your Network professional.

· There may be data corruption on that specific set of accounts.  To verify this you will need to contact the Pastel Support team or your certified Pastel dealer.

Managing and opening companies:  Network connected or disconnected

In a multi-user or network environment, there may be instances where while users are working in the product, the network goes down or temporarily loses connection.  If this happens you will need to wait for the network connection to be re-established.  Once this has occurred open the Company List by clicking on File | Open.  This should refresh the list automatically and the company will be available.   Should the company still not be displayed click on the Manage button and this should complete the refresh.

Example:

John is working in Company XYZ on Pastel Xpress 2005 when the network goes down.  He then tries to open up Company ABC but it no longer appears in the Open list.  He then clicks on the Manage button and tries to Activate the company as it appears Deactived.  A message appears that the location is not valid – as the network path is no longer available.

When the network comes back up John chooses either File | Open or Manage and the list is refreshed.  The company is automatically displayed in the Open list and is Activated.

Error: Not a valid Pastel Accounting Xpress 2005 set of accounts

This error will occur when different versions of Pastel Xpress 2005 have been installed across a network.

Example on a multi-user site:

The server is updated to Build 1.0.5.

John updates to Build 1.0.5 and opens the company – this is successful.

Sarah remains on Build 1.0.4 and opens the company – the error message will be displayed.

To rectify this problem you will need to ensure that all users are running on the latest version of the data.  To check your version go to Help | About.

Problem : Slowness when opening companies
There are two instances where this problem may occur.
Registered using a Site License
It may be that a laptop which was originally registered as a Workstation has now been registered locally using a site license registration.  (ie. The laptop now has its own registration so that it may operate independently of the network)  The laptop will contain two registration servers:  the original server (of the network) and the local machine name.  If companies had been added under the original server registration and the user of the laptop disconnects from the network, opening companies will take long as the original server name and company list is no longer available.  This is because in the background the program is searching for this server in order to include these companies on the Open Company list.  This process is reliant on the Operating System and therefore may take a while to come back to the Open Company list.

Solution:  When registered using a site license locally (after a Workstation registration), remove the original Server name from the Manage screen and add all companies to the local registration server only.  (see above for assistance with this)

 

The Company Path is not accessible
In the example used above John and Jane are two users on a network.  Bob is the server machine.  Ordinarily the data and registration server will be Bobs machine however there may be instances where John has to access data from Janes machine.  John will use a mapped drive to access the data from Jane’s machine.  However, if Jane shuts down her PC, and John then goes to the Open company screen, Jane’s company is no longer available and it will take a while to resolve this and exclude this company from the Open list.  

Solution:  Ensure that all paths to company data are available.  This may mean not using workstations to store data but rather to centralize data on the server which will always be available / accessible.
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