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You must back up ErrA regularly. If you do not, you will lose all youath — partner addressé
financial records — everything.
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1.1

1.2

1.3

Chapter 1 Overview of System Manager

The System Manager Module is used to perform fonstiwhich set up and manage the use of
PETRA. These functions can be quite technical, ancheald be carried out by an experienced user.

Access to System Manager

PETRA comes with a special User ID, SYSADMIN, who hasesscto the System Manager Module
(and nothing else). The password for this usgivien in the installation documentation.

SYSADMIN is used to create other users, who cagiten access to the System Manager Module by
making them members of the SYSADMIN group. Seectiapter on Users for details of how to do
this.

Scope

Some of the System Manager functions will be usdg ence, when PrrAIs first installed. Others,
such as the User Maintenance functions will be ugeehever someone joins or leaves the office.
The Housekeeping functions should be performed r@galar basis as a matter of good practice.

PETRA comes in two versions: Network, installed on a 8&d Linux Server and used by many
people at once from Windows PCs; and Standalostglied on a PC running Microsoft Windows
and used by one person at a time. Some of themysianagement procedures are different
depending on which version you have. Both versayesdescribed in this manual.

Menu Structure

On entry to the System Manager module,Sysem Manager Screen is displayed. All procedures in
this Guide are carried out from this screen.

% System Manager
File Security Print Management  Application  Maintain  Petra  Help

?flose Swstem Manager /5

Figure 1-1  System Manager Screen
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* File Menu gives access to tHeun command to install patches, tRartner Full Report
to print all data about a Partner from the FinaRatner and Personnel modules, Bndgye
Expired Addresses to remove unused addresses from the database.

f':' System Manager E@

[File Security  Prink Management  Application  Maintain  Petra  Help

Run

Partner Full Report
Purge Expired Addresses

Figure 1-2  File Menu

e Security Menu is used to control who has access#oH, and the level of access that they
have. You can also look at the Logins and Errayd.fsom here.

¥ System Manager

FiIe[Security Print Management  Application  Maintain  Petra  Help
1

Tables Prink
User

Eroup
Modules

View Current Users
i YWiew Logins Log

‘iews Errar Log

Figure 1-3  Security Menu

* Print Management Menu lets you set up the forms thatTRA uses to print (paper size,
margins, and character size), including addressdablYou can examine a printer’s paper tray
settings, which can be useful if you need to gontn letters or receipts on different kinds of
paper. Finally, this is where you can see whabntsghave been printed, and purge the old files.

Tf; System Manager !lﬂ

File Security IPrint Management Application  Maintain  Petra  Help

Form
Label
Paper Trays

Wiew Report Files

Figure 1-4  Print Management Menu

» Application Menu is where you can run housekeeping functions.

ff: System Manager
File Security Print Management | Application  Maintain  Petra  Help

E tra

Shutdown Petra. ..

View Systern Status Log
Dakabase Monitor Tool
Referential Integrity check

Figure 1-5  Application Menu
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« Maintain Menu is used to set upe®?RAbefore it can be used. It is also used to setrgsage
users see when they log in, the language that dagssar in, and how the housekeeping functions
operate.

Hj System Manager

File Security Print Management  Application | Maintain  Petra  Help
Logon Message
System Parameters
Startup Parameters
Language Specifics
Save schema cache
Batch Job

Figure 1-6  Maintain Menu

* Petra Menu (not shown) gives access to the otheTdA modules.

* Help Menu (not shown) gives access to the online help. Tékp Fhenu also shows the current
patch level and patch history by selectiigput Petra , and can be used to file a bug report.

1.4 Structure of this Guide

The Guide is organised into 12 chapters.
Chapter 1 Overview of System Manager
Chapter 2 System Setupexplains how to set ufePrA before it is used for the first time.
Chapter 3 Users how to create users and give them access tothwaneed.
Chapter 4 Printing how to manage printing irePrA.
Chapter 5 Startup and Shutdown how to start and stofePRA.
Chapter 6 Backup and Restorehow to keep your data when your computer breaks.

Chapter 7 Housekeepingtasks that need to be done regularly to deletéles and
information that is out of date.

Chapter 8 Patcheshow to check what patches have been installatiapply new ones.
Chapter 9 System Manager Reportsexplains the reports available to the System Mdana
Chapter 10 ODBC how to use PTRAdata in other applications, such as Microsoft Asces

Chapter 11 Troubleshooting answers to some possible problems, and where forgnore
help.

Chapter 12 Advanced Configuration explains the more technical configuration options
which some system administrators will need to baravef.
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Chapter 2 System Setup

Before ETRA can be used, it needs to be set up. This invagtig parameters that relate to your
office and options for BrRA’'s behaviour. Once these settings have been entegredyill still need
to create users (see chapter 3) and set up eaadhlentbdt they will use.

2.1 Sites

First you must tell BTRAwhich Site (that is, an Area, Field, or Office)sitgoing to be used for.
Most offices will only need to set up one Site eittown. An office that handles data for two orreno
Sites (for example, a Field office that also hasdle personnel administration for its Area) should
set up each one. Once a Site has been set ap, litecused as the Site Key for your office, aptRR
will automatically provide partner keys as you teeaew partners.

If your Site Key is not in the Available Site ligor example if you are a Regional Office) it wilhve
to be created as a unit in the Personnel Modube Section 2.5.2 Regional Offices on page 16, and
the Personnel User Guide.

1. From theSystem Manager Screen, selectMaintain - thenSystem Parameters which will
bring up theSystem Parameters Maintenance Screen.

2. FromtheFile  menu, choos@&dd Site . Thelnstalled Ste List appears.

«* Installed Site List [ _ (O] x|
File  Help

dbDlE E 1 d i 1
Partner key [Short Mame - Partner Key [Short Mame
0065700000 Adra ___________;
0041000000 Albania
0067000000 Arabian Gulf f Peninsula
0005000000 Argentina
0060000000 ARM
0056000000 Asia Challenge Teams

0075000000 Australia =
4 | 3 4« | 3

Enter data or press ESC to end.

Figure 2-1  Installed Site List
3. Select your Site from the list of Available Sitdsn choose the> button to make it available
for use.
4. Toremove a Site from the Set Up list, select @ ahoose the< button.

5. ChooseClose to close the screen and returrBygtem Parameters.

2.2 System Parameters
To enter the System Parameters, follow these steps:

1. From theSystem Manager Screen, selectMaintain  thenSystem Parameters which will
bring up theSystem Parameters Maintenance Screen.
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i< System Parameters Maintenance =]
Fil= Edit Help

Site Key: [0000000000 ¥
Localised County Label: Cauntry: |GE ﬂ UMITED KIMGDOM

Address Match Level: |20%

Mailsort Pragranm: ’W Mailsort Threshaold: |10
Gap Labels: ,l_
Report Banner: ™ Mo banner " First page (" Last page
Gift Infio Display: [ Recipient [~ Field [ Amount

Receipt Letter Frequency: |Annual ﬂ Every Year [~ Each gift?

GL Reference: W Mandatary

Localised BankiBranch Code Label:

Localised Bank/Branch Code Tooltip: |

Save Close

Enter the partner key (SitelD + Mumber)

Figure 2-2  System Parameters Maintenance Screen

2. Enter the following fields:

Site Key This is the Partner Key for your office. Théswhere BTRA gets the site name that
appears at the top of all reports, and it is vargartant for Caleb and when creating new
partners. The drop-down list contains the sitas ybu set up in section 2.1 above.

Important: two offices must never have the same Site Keye Begional Offices on pade
16 if you have two offices working for the sameléier Area.

Localised County Label One of the fields of an address is called ‘Cgunthis is
appropriate in the UK, but other countries will wdker names such as ‘State’, ‘Region’,
‘Province’ or ‘Canton’. Set this to whatever ispagppriate for you, and it will appear on
thePartner Edit Screen.

Country Set this to your country.

Address Match Level Duplicate Address Check in the Partner Moduleckk your database
to see if the same address has been entered morerthe. The Address Match Level
defines how close 2 addresses need to be beforatéeonsidered the same. A value of
0% would match any two addresses, regardless ofdbetent. A value of 100% would
only match addresses that are totally identicdle default of 80% should work in most
cases.

Mailsort Program This is used to process mailings according to thestination, which can
lead to lower postage costs. The default progeamalb100’. If an alternative is
required, contact theePRA Development Team.

Mailsort Threshold This defines the minimum number of items in alsmat bundle. If there
are few items than the number specified here, thitype combined with the bundle for
the nearest destination.

Gap Labels When printing address labels, some sites likedee some blank labels between
different postal zones. Other sites view this amsate of labels. Here is where you
change it.

Page 12 Version 2.2 (1 Nov 2007)
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Report Banner You can have an extra page print at the beginmirend of a report showing
who printed it.

Gift Info Display ThePartner Edit Screen can display certain gift information for a partner
Tick ‘Recipient’, ‘Field’ and/or ‘Amount’ if you wat users of the Partner Module to see
this data. Users can only see the ticked itertiself have appropriate Finance access
rights in addition to Partner access rights.

Receipt Letter Frequency Each partner has a setting saying how often d@neyo be sent
receipt letters for their gifts. This is where y&rt the default value that new partners will
be given when they are created.

Receipt Each Gift Each partner has a setting saying whether thi¢ypgvisent a receipt for
each gift. The alternative is a summary. Theuefaat newly-created partners are given
is specified here.

GL Reference When entering transactions into the General Leoigéhe Finance Module,
there is a field called ‘Reference’. If you tidldandatory’ here, that fielchust be filled
in. If ‘Mandatory’ is not ticked, the finance usaran leave the reference blank.

Localised Bank/Branch Code LabelEnter the name that you would use for a bank’sndira
code. For example, in the UK it would be “Sort €4dn Austria, Germany and
Switzerland “BLZ"; and in South Africa “Branch CddeThis appears on screens
displaying bank account details in the Partnerkindnce Modules.

Localised Bank/Branch Code Tooltip Enter the help text that you would like to appiear
the Bank/Branch Code field.

3. ChooseSave to save the data, aftlose to close the screen.

2.3 Language Specifics

Around the world, people write dates in differeratys. Take, for example, ‘1/7/99'. In America,ttha
means the "7of January, while in England, it means tifeof July. Most people would assume it
refers to the year 1999, but it could equally m2@99 or indeed any other century.

PETRA gets around this by always displaying dates imérmationally recognisable format: ‘1-JUL-
1999'. In Language Specifics, you can enter thmasaof the months in your own language, so that
your users do not have to use the English versions.

2.3.1 Creating Month Names for your Language

1. Go to thelLanguage Specifics List Screen by selectingMaintain andLanguage
Specifics
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:l:J Language Specifics List =l
Fil= Edit Help

[ | Edit Delete Close

Enter data ar press ESC to end.

Figure 2-3  Language Specifics List

2. Choose théNew button, which will bring up th&anguage Specifics Maintenance Screen.

ﬁ:, Language Specifics Maintenance =
Fil=  Edit Help

Language Code: ﬂ Other language

Full name Abbr Full name Abbr
Manth 1: | | Manth 7: | |
Manth 2: | | Manth 8 | |
Manth 3: | | Manth 9: | |
Month 4: | | Month 10: | |
Month S | | Month 11 | |
Month & | | Manth 12: | |

| | | Close

Enter the language code

Figure 2-4  Language Specifics Maintenance Screen

3. Enter the data in the fields as required:
Language Code Select the code for your language.
Full Name Enter the full name of each month in your larggua
Abbr Enter the abbreviated name of each month in kmguage e.g. Jan for January.

4. ChooseSave to save the data, aritlose to close the screen.

2.3.2 Editing Existing Month Names
From theSystem Manager Screen select Maintain andLanguage Specifics
Highlight the language you wish to edit and chabededit  button.

Edit the data as described in Section 2.3.1 above.

r w N BR

To save the data, chooSave thenClose
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2.3.3 Deleting Month Names

1. From theSystem Manager Screen select Maintain andLanguage Specifics

2. Hightlight the language you wish to delete and dleatheDelete  button, TheConfirm Delete
Box will ask Do you really want to delete it? If you are sure you want to, chooses .

2.4 Logon Message

When a user logs on t&PRA, a message is displayed on Betra Main Menu. This is normally
‘Welcome to Petra’, but you can change it to amghiou want, and even have different messages for
users who speak different languages.

2.4.1 Creating a New Logon Message

1. From theSystem Manager Screen, selectMaintain thenLogon Message . This will bring
up theL.ogon Message List Screen showing the messages in each language.

:l:J Logon Message List =l
Fil= Edit Help

;I_‘
[ | Edit Delete Close

Enter data ar press ESC to end.

Figure 2-5  Logon Message List Screen

2. ChooseNew to bring up thd_ogon Message Maintenance Screen.

:l:J Logon Meszage Maintenance =
Fil=  Edit Help

Language Code: ﬂ Other language

Close

Enter the language code

Figure 2-6 Logon Message Maintenance Screen

3. Enter theLanguage Codefor your message, or select it from the list.

4. Type the text for your logon message in the lage b
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5.

To save it, choosBave thenClose

2.4.2 Editing a Logon Message

1.

From theSystem Manager Screen, selectMaintain thenLogon Message . This will bring
up theLogon Message List Screen showing the messages in each language.

Highlight the message you wish to edit and chdédié  to bring up thd.ogon Message
Maintenance Screen.

Edit the message.

ChooseSave to save your changes, th€iose

2.5 Module Setup

The individual modules withEfRA also need to be set up. Before you can do thateher, you will
need to create users to access them, as discastedriext chapter. The additional setup steps are

Finance & Ledger
Regional Offices

Departments

2.5.1 Finance & Ledger Setup

This is described fully in the Finance User Guidfeyou are a Regional Office, set up the Finance
Module with the ledger for your Main Office.

2.5.2 Regional Offices

Some fields consist of more than one office, faragle Finance and Personnel may be located in
different places, or you may have one or more otffares as well as your Main Office. A Finance
office will normally be the Main Office with thedid’s standard Site Key, while a Personnel Office
should be set up as a Regional Office. Regionat€¥ need to be created as new Units relating to
your Main Office. The full instructions for creag¢j new Units are found in the Personnel User Guide,
but there are some special requirements for Rebidifizes:

Page 16

Partner Key must have the same ledger number (the firsgisilias the Main Office, have one
digit to identify the office and end with 0000B80or example, the Swiss Office isledger 0035. If
they wereto set up a Regional Officein Zurich, it could be given the key 0035200000. Other

offices would be 0035300000, 0035400000 etc.

Partner Class must be Unit.
Special Type Offices should have a Special Type of COSTCENTRE
Unit Hierarchy The Regional Office must be a Child Unit of ain Office.

Finance Ledger In the Finance Module, seldatdger thenSetup thenCost

Centres thenLink to Partner . TheValid Foreign Ledgers List will appear. Highlight
the Regional Office Unit and chooseld . On theMaintenance Screen that appears enter a Cost
Centre number with a Type abcal

Receipt Number If a Regional Office is receipting gifts, thecegpt numbers should probably
have a different starting point from the Main O#fic

Site Key If you are the Regional Office, don't forgetdet your site key when you have
finished.
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For consolidation at the Main Office, any Regiofiahnce data will either be summarised and sent to
the Main Office to be entered manually, or expodedatches which can be imported into the Main
system.

2.5.3 Departments

Some fields prefer to have their Office split idepartments, and use the Personnel Commitment
Record to assign individuals to these Departmefitss allows financial reporting through
department to see if each department is coveritlg famistry and personal living costs. Fields
where living costs are pooled should not needfdasure.

To set up Departments, create each one as a naéwndidr your Office, according to the instructions
in the Personnel User Guide. These Units should tiae following characteristics:

Partner Key use the default Partner Key given on e Partner Screen.
Partner Class must be Unit.

Special Type Departments should have a Special Type of COSITE.
Unit Hierarchy Departments should be Child Units to your Office

Finance Ledger In the Finance Module, seldatdger thenSetup thenCost

Centres thenLink to Partner . TheValid Foreign Ledgers List will appear. Highlight
the Department Unit and choo&dd . On theMaintenance Screen that appears enter a Cost
Centre number with a Type abcal

2.6 Housekeeping and Reminders

Housekeeping functions (see Chapter 7) and PaReminders (see the Partner User Guide) need to
be run regularly.

2.6.1 Housekeeping and Reminders — Network Version

Configure how often you want to run housekeepiriggutheHousekeeping option on the
sysadm petra22  menu. Reminders are automatically processed egagy morning.

2.6.2 Housekeeping and Reminders — Standalone Versi  on

Reminders are run automatically when you log iRBORA. Both Housekeeping and Reminders can
be run manually from the Windov&art menu,Programs » Petra2.2 . Running

Reminders from the Windows Task Scheduler is nmimenended, because attempting to send email
while the computer is in a locked state can hayredictable effects.
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Chapter 3 Users

Each person who use§RA must have their own User ID and password. The UBepntrols what
they have access to withiEfRA. There are two special User IDs that come wihRA:

» GUEST This user has very limited access. It can viawt,not change any data.

*» SYSADMIN This has already been discussed. It does wet&ecess to any of theFRA
modules, but is used to set up and maintain theisys

Other users must be created by the System Manager.

There are two different kinds of things BTRA user can have access to: screens, and data. For
example, the easiest way to stop a member of treoeel Department from looking at confidential
financial data is to stop them using any of theaRoe Module screens. However, people in the
Finance Department may need to look up address¢iseg would have access to Partner Module
screens — but only to read the data, not chand&mhilarly, the Finance Manager should be able to
create new accounts, but a data entry clerk shuatld

PETRAIs big, so it would be very complicated (and bo)iiiggou had to go through every screen and
data table each time you created a new user, gandgestricting access. FortunatelgTiRa
provides two ways to make this much easier: modamesgroups.

3.1 Modules

You will already be familiar with the terms ‘Partridodule’, ‘Finance Module’ and so on. A module
is a group of BTRAscreens. If a user has access to a module, tineysesall the screens in that
module. The full list of modules can be seen @Mbdule List Screen by selectingSecurity
thenModules

%! Module List [_[O]
Fil=  Edit Help
Module Mame

DEYIUSER Development User

FIM-EX-RATE Finance Exchange Rates

FINAMCE-1 Finance - Basic User

FINAMCE-2 Finance - Intermediate User

FIMAMCE-3 Finance - Advanced User

LEDvGEROOO1 Ledger: Operation Mobilisation

LEDGEROOD4 Ledger: International Clearing H

PERSCMMEL Personnel Module

PTMRADMIM Partner sdrministrative Access

PTMRUSER Pattner User Level Access

SYSMAN Systern manager

Edit Close

Enter data ar press ESC to end.

Figure 3-1  Module List Screen

You can see that Partner and Finance have beeiingpliwo or three modules. These represent
different levels of access: a user of the Finanos8ule can use screens that a Finance-1 usertcanno
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3.1.1

3.2

3.3
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Ledger Modules

System Manager Guide

You can also see in Figure 3-1 two modules callediger0001’ and ‘Ledger0004’. These do not
represent groups of programs. They representtedd@hen a new ledger is created in Finance, the
person who created it can obviously use it. Buatabout other users? You may want several
ledgers on your system, with different people ugiagh one. To allow ledger access to be restricted
each ledger also appears as a module. If you twdet someone use a ledger, you must give them
access both to the Finance Module and to the ledtiggmeed. This is fully explained later in
‘Creating a User’. BTRAwill warn you if you forget the ledger part whenuwyoreate a user.

User Groups

A Group is a collection of module access and datass. Instead of setting up each user’'s module
and data access individually, you make them a mewftee Group. Then they can use everything that
their Group can use. If they need more, you cakentldem members of more Groups until they have
what they need. If you change the access level@&foup, everyone who is in that Group gets the
new access too. This can be an easy way of maldrggall your Finance users have access to your
ledger. BTRAcomes with a number of standard Groups alreadyset

Group Name Access Level
BANKENTRY Bank Account and Credit Card entry
CONF-USER Conference Management access
DEVADMIN Financial Development administration
DEVUSER Financial Development access
FINANCE-1 Basic Finance access
FINANCE-2 Intermediate Finance access
FINANCE-3 Advanced Finance access
GUEST View basic Personnel and Partner data
PERS-ADMIN Enter and view basic Personnel data

Configure Personnel Module
PERS-USER Enter and view basic Personnel data
PERS-VIEW View basic Personnel data
PTNRADMIN Enter and view basic Partner data
Configure Partner Module
PTNRUSER Enter and view basic Partner data
SYSADMIN System Manager access
USER General access — Partner, Personnel and Einanc

Creating a User

1. From theSystem Manager Screen selectSecurity

appear.

thenUser . TheUser List Screen will
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ﬁ:, User List I =]
Fil=  Edit Help
User ID Personal Mame Farmily Mame Retired -
Guest
SYSADMIN Syskem Administrakor Mo
T Edit Copy Close

Enter data ar press ESC to end.

Figure 3-2  User List Screen

2. ChooseNew which will bring up theUser Maintenance Screen.

I'ﬂ' User Maintenance =]

File Edit Maintain Help

User IC: |
Partner key |7

Personal Mame: |

Farnily Mame: |

Language Code; |32 ﬂ Other language

[ Delete System Records
Def ault:

Ledger Mumber: ,D_ﬂ
Acguisition Code: liﬂ

| | Close

Enter the User ID

Figure 3-3  User Maintenance Screen

3. Enter the fields required:

User ID must be at least 5 characters, without spaldesmally it will be the same as the name
with which the user logs on to the network or tandéws.

If you are very concerned about security, you cemaidifferent name. In that case even if an
unauthorised person managed to get in to Winddwey, Wwould still not know anything about
how to log in to BTRA — not even a user name. See ‘Automatic Detectidsser ID’ on page
59.

Partner Key links the user to an existing person record. Whilsautomatically fill in the
personal and family name fields. Financial Develept users need to be linked to their person
records in order to be made Foundation OwnerstfgeBartner User Guide).

Personal Name the user’s first or personal name.
Family Name their surname or family name.
Language Code their preferred language.

Delete System Recordsnot currently used.

Version 2.2 (1 Nov 2007) Page 21



Chapter 3 Users PETRA System Manager Guide

Ledger Number the ledger that the user wants to open autoaitiwhen they enter the
Finance Module. This only makes sense if themadse than one ledger on your system.

Acquisition Code new partners created by the user get the atiquisiode set here. If the user
changes a partner’s acquisition code, the new bedemes the default and is shown here.

4. Make sure the User ID is correct, then choBage to create the user.

Once the User has been saved, the ID cannot biedeale edited. Make sure it is correct befpre
saving.

5. Give the user a password. Chod&gintain andPassword . ThePassword dialogue box
appears.

Password for USER1

Old Password:

Mew Passwaord: |

Confirm Mew Password: |

(o4 | Cancel | Help

Figure 3-4  Password Dialogue

6. Choose a password. Passwords must be at leaatdctdrs, and are case sensitive. You will not
be able to see what you are typing, so you needter it in the New and Confirm boxes to
prevent mistakes. Pregeturn] or chooséOk when you have finished.

Note a common problem that prevents users loggirig fraving the keyboard Caps Lock turned
on. If the password they enter differs in any virayn what they were given here, it will not work

7. Now you need to put the user in their groups. Ghdtaintain again and this time choose
Group Assignments . TheGroup Assignments Screen appears.

Group Assignments
User ID: | |
i dDIE 1 1
Group ID Group Mame o
CONF-USER _ Confersncelser
DEWLISER Development User
FINAMCE-1 Basic Finance
FINAMCE-2 Intermediate Finance -
4| | 3
Group ID
(o4 | Cancel |

Figure 3-5  Group Assignments Screen
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Highlight all the groups you want the user to bmember of. You can choose multiple groups by
holding down thgCtrl] key as you click on them. When you have selegligthe groups you
want, choosédd . You will see the groups appear in the bottom pathe screen. When you
have finished, choosBK.

8. If the user has Finance access, and if you havéeaigers set up, you will need to give them
access to their ledger. Choddaintain andModule Access Permissions . The
User Module Access Permissions Screen appeatrs.

Uszer Module Access Permissions

User ID; | |

i dDIE 1 E

radule 1D Module Mame -~
CONFERENCE  Conference Module
DEVIJSER. Development User

FIM-EX-RATE  Finance Exchange Rates

FIMAMCE-3 Finance - Advanced User

4] | 3

rodule 10 |Can Access
FIMNAMCE-1 Yes
FINAMCZE-2 Yes
PERSOMNMEL Yes
PTHRADMIN Yes
PTHRUSER. ‘fes

(o4 | Cancel |

Figure 3-6  User Module Access Permissions Screen

Scroll down the list of Available Modules until ydind the ledger. Select it and chodsgd .
You can select several ledgers by holding d@@itnl] as you click on them. Choo&XK
when you have finished.

Tip This gives one user access to the ledger. Yayfnd it more convenient to give their Group
access to it instead. See ‘Editing a Group’ below.

9. The user is now readyClose theUser Maintenance Screen.

3.4 Editing a User
To alter an existing user:
1. On theSystem Manager Screen, chooseSecurity andUser .
2. Highlight the user you wish to edit and cho&skt
3. Enter the new details as described in ‘Creatingarlbn page 20.
4

Save andClose

3.5 Retiring a User

You cannot delete users once they have been credtbhdn a person leaves the office, you disable
their User ID by ‘retiring’ it. If they return, yocan ‘unretire’ it.
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3.6

3.7

3.8
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1. On theSystem Manager Screen, chooseSecurity andUser .
2. Highlight the user you wish to retire and cho&skt

3. On theUser Maintenance Screen chooseRetire
4

The Confirm Retire dialogue box appears. Choosées to retire the user.

Confirm Retire [ ]

@ ‘You have chosen to retire this User

Do wou really want to da this?

Figure 3-7  Confirm Retire Box

5. Close theUser Maintenance Screen. The user will be shown as Retired onlthser List
Screen. A Retired user cannot log in t@fRA.

Unretiring a User

To re-activate a retired User ID:

1. On theSystem Manager Screen, chooseSecurity andUser .
2. Highlight the user you wish to retire and cho&skit

3. On theUser Maintenance Screen chooseUnretire
4

Close theUser Maintenance Screen. The user will be shown as not Retired onldiser List
Screen, and they will be able to us&fRA again.

Changing a User’s Password

A user can change their own password from ERR Main Menu by choosing Options and Change
Password (see the General User Guide). If a usefdngotten their password, you will have to reset
it for them:

1. On theSystem Manager Screen, chooseSecurity andUser .
2. Highlight the user you wish to retire and cho&sht
3. On theUser Maintenance Screen chooseMaintain andPassword

4. Enter and confirm the new password, then ch@ise

Editing a Group

Normally, you should not need to ed#RA's groups. If you only have one ledger though, and
large number of users need to access it, it cambeenient to add the ledger module to your Finance
groups.

To add a module to a group:

1. From theSystem Manager Screen, selectSecurity andGroup to see thé&roup List
creen.
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2. Highlight the group you wish to edit. Chodsdit

3. ChooseMaintain

PETRA

?:J Group List _ 10|
Fil=  Edit Help

Group ID |Grou|:| MNarne

COMF-USER Conference User

DEYIUSER Development User

'FINAMNCE-1 Basic Finance

FINAMCE-Z Intermediate Finance

FINAMCE-3 Advanced Finance

GIEST Petra Read Only Access

PERS-ADMIM Personnel ddministr atar

PERS-LSER Basic Personnel Access

PERS-WIEW Personnel Yiew Mode

PTMRADMIM Partner adrministrakor

PTMRUSER Partner User

SYSADMIN Systermn Administrator

LISER zeneral Petra Access

T Edit Delete Close

Enter data ar press ESC to end.

Figure 3-8  Group List Screen

:l:J Group Maintenance
Fil= Edit Maintain Help

Group ID; [FINAMNCE-1

Group Mame: |Basic Finance

Save

Enter a svstem group id

S[=] E3

Close

Figure 3-9  Group Maintenance Screen

Module Access Permissions Screen.
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which will bring up theGroup
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Group Module Access Permissions

Group 10 | |

able Module
roduls 10 Madule Mame -
FIMN-EX-RATE  Finance Exchange Rates
FINAMNCZE-2 Finance - Intermediate User
FIMAMCE-3 Finance - Advanced User

radule 10 |Can Access
FIMAMCE-1 Yes
PTHRUSER. Yes

Figure 3-10 Group Module Access Permissions Screen

4. Scroll down the list of Available Modules until ydind the ledger you want to add, and highlight
it. You can select more than one ledger by holdiogn[Ctr]]  as you click them, but don't
do that unless you'recally sure that everyone in that group neetiisof the chosen ledgers.

5. ChooseAdd to add the ledger to the group, tHeK.
6. Close theGroup Maintenance Screen.

All users who were in this group will now have ags¢o the ledger, and any new users who are put
into this group will be given access to it automeaityy.
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4.1

Chapter 4 Printing

PETRA is capable of producing several different kindpfted output: reports, receipts, form letters
and labels. These can be displayed on the ssaeed as text or html files, and emailed as well as
being printed.

Most reports are 132 characters wide, so they teebd printed using a small font and with small
margins. A few reports are even wider than thig, @eed to be printed in landscape format. Letters
on the other hand, look best with larger font araaigims. To look after these different requirements
PETRAUses forms.

Forms

A form is a stored set of paper, margin and fottirggs. Everything you print to a particular form
comes out looking the same wayeTRA comes with several forms built in, which allow yiuprint

the standard reports and letters on common papes.sif you have any other kinds of paper, such as
pre-printed receipts, you can easily create a mwem fvith the correct settings. The forms and their

descriptions can be seen on Bwm List Screen by selectingPrint Management thenForm .
?:J Form List M=
Fil=  Edit Help

&4 Parkrait 9,70
Ad4-132 &4 Portrait, 132 columns 21.00 29.70 17 5]
AdL &4 Landscape z1.00 2970 1z ]
AdL-200 A4 Landscape, 200 columns Z1.00 2970 17 3
LABEL1x8 Labels, 12 inch sheet, 1x8 3.50 12,00 12 [
LABEL3xY Labels, A4 sheet, 3x7 Z1.00 29.70 17 ]
LEGAL Legal Portrait 5.50 14,00 12 ]
LETTER Letter Partrait 5.50 11.00 12 ]
LETTER L Letter Landscape 5.50 1100 12 ]
LETTER-132 Letter Portrait, 132 colunins 5.50 11.00 17 g
LETTERLZ0O Letter Landscape, 200 columns .50 1100 17 g
| ;I_‘
Tew | Edit Delete Close
Enter data ar press ESC to end.

Figure 4-1  Form List Screen

4.1.1 Form to Module Assignment

Not every BETRA module needs to be able to use every form. Fanpbe the only thing you can
print from System Manager is 132-column report®uon’t need any of the forms designed for
writing letters. If the only paper size you usgaur office is A4, you don’t need any of the forms
defined for other paper sizes. When you ask fmirgout and th&@art Print Job Screen appears, the
only forms that will be available are the ones tiete been assigned to the module you are printing
from.

Note itis a common mistake to create a new formforget to assign it to any modules. If your
new form does not appear on thart Print Job Screen, this is the reason.
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4.1.2 Creating a New Form

1. From theSystem Manager Screen, selectPrint Management andForm . TheForm List
Screen will appear.

2. ChooseNew. TheForm Maintenance Screen will appear.

?:J Form Maintenance Hi=]
Fil= Edit Maintain Help
Farrm Marne:
Descripkion: |
Uit of Measures © Inches ¥ Centimeters
Paper Size Crientation
Width: (0. 00 " Portrait
i
Height: |0. 00 Landscape
Margins Character spacing
Top: |0.00 Chars per Inch: |0
Bottom: |0.00 Lines per Inch: [0
Lefts [0 00
Right: |0. 00

| | Close

Enter the Form name

Figure 4-2  Form Maintenance Screen

3. Enter the data required:
Form Name choose a name that easily reminds you of treeasizl format.
Description enter a longer description of what this fornois
Unit of Measure chooseCentimeters or Inches
Paper Size enter the size of the paper in the units yowseho
Orientation choosePortrait or Landscape

Margins enter the margins you want between the edgtsegiaper and the start of your text. If
you enter 0, you will get the minimum possible niarfgr your printer.

Character Spacing enter the character size that you want as Cteasager Inch and the line
spacing as Lines per Inch. Note that these twingstarealways in inches.

4. Save the new form.

Assign it to at least one Module. Chodgaintain andForm to Module
Assignment . TheModules Assigned to Form Screen appears.
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:l:J Modules Aszigned to this Form Hi=]
Fil= Edit Help

Farm Mame: | |
Madule ID =
FIMAMCE-1 1 |
FINAMCE-Z
FINAMCE-3
PERSOMMEL
PTNRADMIMN
PTNRLUSER.
SYSMAR
Add Close
Select any modules to remave From the Form,

Figure 4-3  Modules Assigned to Form
6. ChooseAdd and a list of available modules appears. You etecsmore than one by holding
down[Ctrl] as you click on them. Choo&k when you have finished.
7. Close theModules Assigned to Form Screen.

4.1.3 Editing a Form
To change an existing form, follow these steps:

1. From theSystem Manager Screen, choosePrint Management andForm to bring up the
Form List Screen.

2. Highlight the form you wish to edit and choose Bt  button to open thEBorm Maintenance
Screen.

Enter the new details as described in ‘Creatingea Rorm’ above.

Save andClose theForm Maintenance Screen.

4.1.4 Deleting a Form
To delete a form that you will not need again,dallthese steps:

1. From theSystem Manager Screen, choosePrint Management andForm to bring up the
FormList Screen.

2. Highlight the form you wish to delete and chooseDielete  button.

3. TheConfirm Delete Box will ask ‘Do you really want to delete it?’. Chaoges if you are
sure.

4.1.5 Assigning a Form to a Module
This has already been discussed in ‘Creating a N@mw’. To add an existing form to more modules:

1. From theSystem Manager Screen, choosePrint Management andForm to bring up the
FormList Screen.

2. Highlight the form andedit  it.
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3. On theForm Maintenance Screen menu, choos#aintain andForm to Module
Assignment .

4. The modules the form already belongs to are listetheForm to Module Maintenance Screen.
ChooseAdd to add more.

5. Select the new modules from the list of availabteloles. You can select more than one by
holding down[Ctr]]  as you click them. Choo$2k when you have finished.

6. Close theModules Assigned to Form Screen andForm Maintenance Screen.

4.1.6 Removing a Form from a Module

4.2

If you want to stop a form appearing in the listaims on the Start Print Job Screen for a pasicu
module, you can remove its assignment:

1. From theSystem Manager Screen, choosePrint Management andForm to bring up the
FormList Screen.

2. Highlight the form andedit  it.

3. On theForm Maintenance Screen menu, choos#laintain andForm to Module
Assignment .

4. Select the modules you want to remove, and chDeete
If you are sure this is what you want, chod®s on theConfirm Delete Box.

Close theModules Assigned to Form Screen andForm Maintenance Screen.

Labels

PETRA can print addresses on sheets of sticky labelgrelére a lot of different kinds of label paper

though, so you have to telePRAwhich ones you are using. Label setup comes inpavts: the
labels themselves, and the form they are printedidre label settings tell Petra what size the

individual labels are and how they are laid outl@page. The form settings, as before, giveitee s

and margins of the whole page.

Note it is a common mistake to try to print labelsare of the standard report forms. If you
this, the margins and spacing will be wrong. Malge you use the correct form for your labels.

do

PETRA comes with two types of label paper already set up:

Label Type Form Description
1x8 LABEL1x8 8 labels down a sheet of 11-inch comtius
paper, suitable for dot matrix printers.
3x7 LABEL3x7 3 labels across and 7 down on a shea?d
paper, suitable for laser printers.

Note Petra still measures label sizes as an exacbauwof lines high, and an exact number
characters wide. Some new brands of label papeuiaope do not work using these measurems
Paper that does work has labels that are 63.5288, such as 5 Star Laser Labels product g

Nts.
ode

296778, or Avery Addressing Labels product coded0r1

4.2.1 Creating Labels

Page 30

To tell FEETRA about a new type of label paper, follow these steps

Version 2.2 (1 Nov 2007)



System Manager Guide PETRA Chapter 4 Printing

1. Create a form with the correct paper size and marg&ee ‘Creating a New Form’ above. The

Form Name should tell you what it is for. For exden if you are creating a form for 3 by 8 label
paper, call it LABEL3x8.

2. From theSystem Manager Screen, choosePrint Management andLabel to bring up the

Label List Screen.
%\ Label List M=l
Fil=  Edit Help
Cc
Label Description Lines |between |

Sheets of & labels down

Sheet of 3 by 7 Labels LABEL3X7 042 09

[ | Edit Delete Close

Enter data ar press ESC to end.

Figure 4-4  Label List Screen

3. ChooseNew to bring up thd.abel Maintenance Screen.

%! Label Maintenance =
Fil=  Edit Help

Label Cade:

Label Description: |

Form hame: &4 ﬂ A4 Portrait

Colurins between Labels: 00
Lines between labels: |00

Height in Lines: |00

Width in Characters: |00

Mumber of labels across: |00
Mumber of labels down: [00

| | Close

Enter data ar press ESC to end.

Figure 4-5  Label Maintenance Screen

4. Enter the settings for your labels. Figure 4-6vghthe measurements you will need:
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Form top columns
margir between labels

>
<>

Form left \
margir ,¢
<> widthin ~
lines l characters
between
labels 1 T height in

lines S~
actual label siz¢ Number of
may be slightly labels down
larger than P
printable area |4

bold boxes u
show printablg
area defined in

PETRA

Number of
labels across

Figure 4-6  Label Measurements
Label Code a code for your new labels. It should tell yahat kind of paper these settings are
for.
Label Description a longer description.
Form Name select the form these labels should be used with

Columns between labels the widthin characters of the gap between the columns of labels. The
Characters per Inch setting on the form tells yow vide each character is.

Lines between labels the heightn lines of the gap between the rows of labels. The Lpers
Inch setting on the form tells you how high eadke lis.

Height in Lines the number of lines that will fit on a label thé Lines per Inch setting of the
form. For example, labels 1.5 inches high wouldeha height of 9 lines with a 6 Lines per Inch
form, but a height of 12 if the form had 8 Lines peh.

Width in Characters the number of characters that will fit acrosshelabel, at the Characters
per Inch setting of the form. For example, lat&sinches wide would have a width of 40 with a
16 Characters per Inch form, but a width of 30 with2 Characters per Inch form.

Number of labels across the number of labels across the page.
Number of labels down the number of labels down the page.
5. Save andClose thelabel List Screen.

4.2.2 Editing Labels
To change the layout of a label sheet, follow thsteps:

1. From theSystem Manager Screen, choosePrint Management andLabel to bring up the
Label List Screen.

2. Highlight the label you wish to change aBdit it.
Enter the new data in thebel Maintenance Screen as described in ‘Creating Labels’ on page 30.

3. Save andClose thelLabe Maintenance Screen.
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4.2.3 Deleting Labels

4.3

4.4

To delete labels that you are not going to useragai

1. From theSystem Manager Screen, choosePrint Management andLabel to bring up the
Label List Screen.

2. Highlight the label you wish to change abdlete it. If you are sure this is what you want to
do, chooseres on theConfirm Delete Box.

3. Close thelabel List Screen.

Printer Trays

On the Start Print Job Screen, you can specify lwbfg/our printer’s paper trays you want the print
job to be taken from. Sometimes, though, you meeck control than this, for example if your form
letters have two sections that need to be printedifferent kinds of paper.

The ~Ytray. command can be used in the form letter body (se®artner User Guide for instructions
on using form letters), but unfortunately it cantaite a tray name, only a code number. And each
printer, of course, has its own set of code numfgrgs trays.

From theSystem Manager Screen, selectPrint Management andPaper Trays . Now you
can see the tray names and code numbers for egoliioprinters.

—

Remember if you have set up a form letter to use a spepifinter’'s tray settings, it will almos
certainly not work properly on any other printdf.you change printers, you will have to change
the tray codes in the form letter as well.

Reprinting Reports

Users can reprint their own reports in the way<idesd in the General User Guide. If necessasy, th
System Manager can also reprint reports, like this:

1. From theSystem Manager Screen, choosePrint Management andView Report
Files

2. Highlight the report you want to reprint and chotsePrint button. The&art Print Job
Screen will appear for the report you selected.

3. Select the options you want and choGde¢.
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Chapter 5 Startup and Shutdown

This is one area where the Network and Standalersons of BTRA are very different. On a
network, ETRA will be active on your server all the time. Ostandalone computer, it will normally
be shut down unless you are using it.

5.1 The Network Version

5.1.1 Network Startup

When you start your Linux servergsRRAwill be started automatically. Users will be atdeconnect
to it from their workstations.

If it has been shut down for any reason, it magtheted like this:
1. Log in to your Linux server a®ot
2. Typesysadm petra22

3. SelectStart . A startup summary will be displayed.

Note the start option is not available from #ysadm petra22 screen if PETRA is already running.

5.1.2 Network Shutdown

When you shut down your Linux servegTRAwill be shut down cleanly. If you want to shut it
down manually, you can do so:

1. Warn all your users, so that they can finish andkwioey are doing. The Finance Department
may not like it if you shut down while they are nimg a month end. Try to avoid that.

Log in to your Linux server a®ot
Typesysadm petra22
SelectStop .

ok 0N

You will be asked ‘Do you really want to shut dotine database?’: choo¥es if you really
want to shut down. A shutdown summary will be tigpd.

Anyone who was still usingeRRA will be disconnected, and any work they had neéedawill be
lost.

Note The stop option is not available from theadm petra22 screen if PETRA is already shut
down.

5.1.3 Logging Off a User

If a network user’'s computer crashes, the serveuldrautomatically disconnect their connection
after a few minutes. If this did not happen, thaght receive messages likgrfable to edit this
record. Partner Edit record is being edited by another user’ when they logged back in to carry on
what they were doing. If necessary, you can mdydaconnect a user; it is a two-stage process
now, because we are half-way through convertingnfilee old Progress server to the new Petra
server, and both used by different parts BffFA. This is the procedure:

1. Loginto Linux agoot
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2. Typesysadm petra22

3. SelectConnectedClients

ID | Client | Status | Computer | IP Address
| Connected since | Last activity | Server P ort |
— + + S
38 | MORAYH_38 | Idle | dell50 | 10.10.1.166
| 14/11 08:22:44 | 14/11 08:22:47 | 2101 |
40 | MORAYH_40 | Idle | Dell50 | 10.10.1.166
| 14/11 12:20:13 | 14/11 12:20:15 | 2103 |
42 | RICHARDP_42 |Idle | Dell45 | 10.10.1.174
| 14/11 14:58:23 | 14/11 14:58:26 | 2102 |
(Currently connected Clients: 3; client connections since Server sta

In this example, connection 38 is the older of MORAs two connecions, and is therefore the one
that should be disconnected.

4. SelectExit to return to sysadm.

5. SelectAdministration thenDisconnect  to disconnect them from the Petra Server.
6. Choose the user you identified earlier (in thisscasmber 38), an@K

7. Now selectMonitor  to disconnect them from Progress.
8

Enter the numbe8 to chooseShut Down Database to bring up a list of all users
connected to the database, for example:

9. Enter the numbet to choosdlisconnect a User

usr pid time of login userid t ty Limbo
27 12546 Wed Nov 14 12:20:14 2007 petraserver no

28 3948 Wed Nov 14 12:20:07 2007  MORAYH D ell50  no
29 12546 Wed Nov 14 14:58:25 2007 petraserver no

30 1944 Wed Nov 14 14:58:18 2007 RICHARDP D elld5 no
33 1756 Wed Nov 14 08:22:36 2007  MORAYH D ell50  no

1 Disconnect a User

2 Unconditional Shutdown

3 Emergency Shutdown (Kill All)
x Exit

Enter choice>
In this example, user number 33 corresponds tadhaection we are trying to remove..
10. Enter the numbet to chooseDisconnect a User
11. Enter the number of the user you want to disconnect
12. Enterx to exit from that menu, thelp to return to thesysadm petra22admin screen.

13. PresdEsc] until sysadm closes, then log off.

Note Accidentally disconnecting the wrong user wilylthem out of BTRA (and may annoy
them), but will not damage the database.
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5.2 The Standalone Version

5.2.1 Standalone Startup

To use BTRA, open the WindowStart Menu and choosBrograms  » Petra 2.2 >
Petra 2.2 Standalone or double-click thd?etra 2.2 Standalone icon on your desktop.

This will start both BTRA and the ODBC server, because part of the FinaraduM, Accounts
Payable, accesses data using ODBC. You will adsalthe to use other applications, such as
Microsoft Access, to query data in Petra. See @hnd®) ODBC on page 55 for more information
about using ODBC; if you thinkeBRA is complicated already, wait till you try it likbis.

If you want to look at your data in other applicat without running PTRA, you can start the ODBC
server manually. Open the Windo®tart Menu and choosBrograms » Petra 2.2 >
Start ODBC Server . An MS-DOS window will appear briefly.

" Finished - PETRASRYV

CH Version ¥.1C13 as of Hovember 27, 2001

: This broker will terminate when session ends. (5405)
0: Multi-user session begin. (333)

0: This server is licenced for local logins only. (4393)
0: Started for petrasrv using tep, pid Oxfffaf?ff. (8874)

Figure 5-1  Start ODBC Server Summary

WARNING in very old versions of BRA, if you received a ‘database is already running’
message, you could delete the petra.lk fid® NOT do that in this version.

5.2.2 Standalone Shutdown
When you exit from BPTRA, it closes down along with the ODBC server.

To shut down the ODBC Server if you started it naiyy open the WindowStart Menu and
choosePrograms » Petra 2.2 » Stop ODBC Server . Enter2 to choose
Unconditional Shutdown

¢+ Stop ODBC Server
PROGRESS Uersion 9.1DB? as of Wed May 26 B2:26:35 EDT 2884

Disconnect a User
Unconditional Shutdown

Emergency Shutdown (Kill A11>
Exit

Enter choice2

Figure 5-2  Stop ODBC Server Summary
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Chapter 6 Backup and Restore

You must back up ErrA regularly. If you do not, you will lose all youath — partner addresses,
financial records — everything.

There are two steps involved in making a backup:
1. Creating a backup file, petra.bak, that contaihgalr data.

2. Copying petra.bak and any other files you neectpko a tape, CD or zip-disk, and storing that
in a fireproof safe. Keep several versions oféhfdes — do not just use the same tape or disk
over and over again.

Always use the PrRA backup commands to create petra.b@kd NOT use Windows Explorer, MS-
DOS copy command, Linux cp, or any other Operafiggtem utility to try to copy any of the
database files themselves.

Important in this version of BTRA, the database consists of several different §ifgsad through
a number of directoriesNot just two files as it was in the previous versidfe really, really mean
it about not copying themdirectly.

The procedures are different for the Network arah&tlone versions.

6.1 The Network Version

6.1.1 Network Backup

PETRA WiIll be backed up by the normal overnight backiihis will be an ‘online’ backup, which
means that ErrRAwill not be shut down. The petra.bak file is ceebait the start of the backup, then
copied to tape along with everything else. Theldase files themselves amat copied to tape.

You can also make a manual backup, which givegslyewption of naming the backup file. There
are two ways of doing it: ‘online’ where you leabe database running, and ‘offline’ where you shut
it down first. The advantages of an offline backwe that the backup file is smaller, you can verif

it, and the database will start up faster if yostoee from it. With an online backup, there mayabe
delay as work that was in progress during the backtrolled back’.

You should always make a manual backefore a financial year endandbefore any upgrade

This is how you take a backup:
1. Log in to your Linux server a®ot
2. Typesysadm petra22

3. If you want an offline backup, warn your users tReitRA is going down for a few minutes, then
shut it down by selectin§top .

4. SelectBackup . You will be prompted for a file name. Pr¢Rgturn] to accept the default
petra.bak, or type in a new name; Linux filenammpgletion using th¢tab] key works here. If
you do not specify a full path name, the file vadl stored in /usr/local/petra/db22. When the
backup has completed a summary will be displayed.

5. Tocheck it, selecterify . Note that verifyonly works with offline backups.

6. If this was an offline backup, seleStart to start BTRA.
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6.1.2

Network Restore

If you want to restore only the contents of theatiate, see ‘Database Restore’. For a full system
restore, see ‘Full Restore’.

6.1.2.1 Database Restore

This will restore only the contents of your databhaReport files and form letters will be left hsy
were.

1. Login to your Linux server amot

2. If restoring from the standard petra.bak, make thaiethe version in /usr/local/petra/db22 is the
one you want. Copy it from your backup media ifessary.

3. Typesysadm petra22
4. If PETRAIS running, selecbtop to shut it down.

SelectRestore . You will be prompted for the name of a backue.fiPres§Return] to

accept the default petra.bak, or type in a new namex filename completion using th&ab]

key works here. If you do not specify a full padme, the file should be in /usr/local/petra/db22.
If a version of Petra already exists, you will ls&ed ‘Do you want to over write it?’

6. A summary of the restore will be displayed.

7. SelectStart to start BETRA.

6.1.2.2 Full Restore

6.2
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This will fully restore the whole of B'RA, for example if you have installed a new hard diskaour
server.

1. Log in to your Linux server amot

2. Install FETRA from the most recenteRRA Install CD.

3. Restore these directories from your most receriuyac
e Jusr/local/petra
e Jusr/local/samba/dat/petra
e Jusr/local/samba/app/Programs/Petra2

4. Typesysadm petra22

SelectRestore . PresgReturn]  to select the default petra.bak file. A basicsiar of Petra
was installed in step 2, which you should over eavrit

6. Check the restore summary for errors, tBégrt PETRA.

The Standalone Version

Unlike the Network version, there is no option sk up RTRA automatically. You mustreate
petra.bak each day, and make sure it is included oyour regular system backups.

You should also make an extra backabore a financial year endandbefore any upgrade
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6.2.1 Standalone Backup
1. Make sure thatPrrA is completely shut down, including the ODBC Server

2. Create petra.bak: Open the Windd8tart Menu and choosBrograms  » Petra 2.2
» Backup Petra 2.2 . You will be prompted for a file name; prgBeturn]  to accept the
default petra.bak, or type in a new name. If youndt specify a full path name, the file will be
stored in Petra2\db22. A window will appear witeiemmary of the backup.

"% Finished - PETRABAK

PATCH Version ?.1C013 as of Hovember 27, 2001

T4? active bhlocks out of 781 hlocks in petra will be dumped. (6686)

0 bi blocks will be dumped. C6688)

The blocksize is 819%2. (&994)

Backup requires an estimated 5.9 HMBytes of media. (9285)

Restore would require an estimated 74% db blocks using 5.9 HBytes of media. (¥
286)

Backed up 742 db bloecks in 00:00:01

Wrote a total of 22 backup blocks using 5.8 HBytes of media. (9234)

Backup complete. (3740)

Figure 6-1  Backup Petra Summary

3. Use your normal backup program to copy the enfie¢ra2 folder and its subfolders to tape, CD
or zip-disk. This will preserve your archived reggpexport files, form letters and patches along
with petra.bak.

6.2.2 Standalone Restore

6.2.2.1 Database Restore
If you only want to restore to a previous versiéiyaur data, follow these steps:

1. If restoring from the standard petra.bak, make thaethe version in the \Petra2\db22 folder is
the one you want. Copy it from your backup meflrzecessary.

2. Open the Windowstart Menu and choosBrograms  » Petra 2.2 » Restore
Petra 2.2 . You will be prompted for a file name; prdReturn]  to accept the default
petra.bak, or type in a new name. If you do necsp a full path name, the file should be in
Petra2\db22.

3. A window will appear and ask if you want to oveiiteiryour current data. If that is what you
really want to do, enter . A summary of the restore will appear.

" Finished - PETRARES

PROGRESS PATCH Version #.1C13 as of MHovember 27, 2001
petra already exists.

Do you want to over write it? [vw/n]: v

Start of extending target DB to needed size...

This is a full backup of C:“Petralidbipetra.db. (6759)
This backup was taken Wed fApr 17 16:58:55 2002, (6760)

The blocksize is 3192, (&994)

It will require a minimum of 781 blocks to restore. (6763)
Start of restoring the target DB...

Eead 742 db blecks in O00:00:=11

Figure 6-2 Restore Petra Summary
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6.2.2.2 Full Restore

If you need to fully restore the whole of /RA (for example if your hard disk broke, or was erased
a virus) then you need to follow these steps:

1.
2.
3.

Install FETRA from the most recente?RA Install CD.
Restore the entire \Petra2 folder from your mosg¢mné backup.

Open the WindowsStart Menu and choosBrograms  » Petra 2.2 » Restore
Petra 2.2 . Enter the file name ¢Return]  to restore petra.bak.

Entery when asked if you want to over write.

6.2.3 Moving Petra to a Different Drive

If you install another hard disk, or set up an gptad drive, you may want to movefAto it. The
procedure is similar to a full restore:

Page 42

1.
2.
3.

Back up the original version.
Install FETRA from the most recenteB?RA Install CD to the new drive.

Copy the contents of the original \Petra2 foleecept the db22 subfoldeto the new drive. Itis
important that you keep the new versions of the files indbesubfolder.

Copy the original \Petra2\db22\petra.bak file te YRetra2\db22 folder on the new drive.

Open the WindowStart Menu and choosBrograms  » Petra 2.2 » Restore
Petra 2.2 , enter the file name if appropriate, and egterwhen asked if you want to over
write.

Rename the original \Petra2 folder to \Petra2.old

When you are certain thaeRA is working properly from the new drive, delete treinal
\Petra2.old folders. Your AITA can advise you peaal programs to delete datgurely, if that
is necessary: files deleted with Windows Exploian be recovered by security experts!
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7.1

Chapter 7 Housekeeping

PETRA keeps copies of every report that is printed, argalyeextract that is created (to find out about
extracts, see the Partner User Guide). It alspkkxgs of everyone who has logged in, and of certa
errors. All these should have old data clearedegularly. This can be done manually, as disalisse
in ‘System Manager Reports’ on page 51, but theestaway to do it is to use the Housekeeping
function.

Housekeeping

Before running Housekeeping, you must set it UpETRA. On a Network version, you can have
Linux run it automatically, but on a Standalone youst run it yourself.

7.1.1 Setting up Housekeeping

1. From theSystem Manager Screen, selectMaintain andStartup Parameters . The

Sartup Parameters Maintenance Screen appears.

:l: | Startup Parameters Maintenance =
Fil=  Edit Help

Minimurn Purge Days: |14

¥ Purge Logins Log Minimum Purge Days: ,T
¥ Purge Report Files Mimirnurn Purge Days: ’r
[~ Purge Extracts Minimum Purge Days: l—
[ Run Batch Jobs
Close

Purge Error Log on start up of Petra

Figure 7-1  Startup Parameters Maintenance Screen

2. Choose what you want the Housekeeping to do:

Purge Error Log tick this if you want old entries to be cleafesim the error log. Entries older
than the Minimum Purge Days will be deleted (irstbise, everything older than 14 days.)

Purge Logins Log tick this if you want the log of who has loggedo PETRAto be cleared.
Again, anything older than Minimum Purge Days iketks.

Purge Report Files tick this if you want old report files to be d&dd. Once you have deleted a
report, it cannot be reprinted, but see ‘Archividgports’ below to find out how to keep certain
reports even when they are older than the Minimumng® Days.

Purge Extracts tick this to remove all temporary extracts otdean the Minimum Purge Days.
A temporary extract is listed as Deletable onEkieact Master List andExtract Master
Maintenance Screens.

Run Batch Jobs tick this to have Housekeeping run any batchtpobs. These are created
when you set the Run Mode to Batch on$tet Print Job Screen.
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7.1.2

7.1.3

7.2

Page 44

Note you can create report files in this way undei, but they will not print out. You must Iqg
in to FETRA and use the reprint procedure described earli®&aprinting Reports’.

3. Save your settings an@lose the screen.

Network Housekeeping

Running Housekeeping on the Network version willtshdown for about one minute, logging off
any users. When run automatically, it runs atdlogk in the morning, so this is unlikely to be a
problem. If you choose to run it manually, it wagou that it will shut down, and asks if you wemt
continue.

To tell Linux when you want the Housekeeping to: run
1. Loginto Linux agoot .
2. Entersysadm petra22 , and choosélousekeeping

3. Choose how often you want it to run. Whicheveiiay are enabled on tisartup Parameters
Maintenance Screen are run automatically every day, week, or monshy@u specify.

4. ChooseOKto return to theysadm petra22 screen.

When it runs, it sends an email to root with a repbwhat it has done.

NOTE Some sites may run their backup at 4 o’clockhmmmorning, too. This should not causg a
problem, but there will be errors in the backuporepf it tries to back up files that Housekeeping
has deleted. The solution is to re-schedule tk&ugato an earlier time e.g. 22:00.

>

Standalone Housekeeping
1. Make sure thatPrrA is completely shut down, including the ODBC Server

2. Open the WindowsStart Menu and choosBrograms  » Petra 2.2 >
Housekeeping . As it runs, it will display its progress in anrS¥DOS window.

"2 Finished - PETRAHK

PROGRESS PATCH Version ?.1C13 as of MHovember 27, 2001
Purging error log 14 days

Purging login log 14 davys

Purging report files 14 days

Truncating .bi file {1 minute)

Backing up log files

Done

Figure 7-2  Houskeeping Summary

3. When the Housekeeping completes, you can closeitigow.

Archiving Reports

You may be required by law to keep certain finaln@ports for many years, but you do not want to
keep everything you have ever printed for this loRgTRA allows you to specify certain reports for
Housekeeping to archive instead of deleting th&aports that have been archived are listed on the
View Report Files Screen with ‘arc/’ in front the Report File Name.

To set up archiving:
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1. From theSystem Manager Screen, selectPrint Management andView Report
Files
2. From theView Report Files Screen, selectArchiving andReports to Archive . The
Reports to Archive List Screen appears.
3. ChooseNew. TheReportsto Archive Maintenance Screen appears.
:l: | Reports to archive Maintenance Hi=]
Fil=  Edit Help
Repart Title: ||
Moke: all reparts whaose titles begin with this text
will be archived.
Close
Title of report ta be archived,
Figure 7-3  Reports to Archive Maintenance
4. Report Title is the title of the report you want to archaseit appears on théew Report Files
Screen. All reports whose titles begin with this textivide archived instead of deleted. For
example, enterin@onor Gift Receipt would allow reports entitled “Donor Gift Receipt”,
“Donor Gift Receipt — Batch:16” and “Donor Gift Rept — Batch:8 Trans:2” to be archived.
5. Save andClose the screen.

7.3 Purge Expired Addresses

When a Partner moves house, you use the Partneanl&itmiset the date their old address expires.
After a time, BTRA may contain a lot of these old addresses that edsnsing any more. They are
not removed automatically by Housekeeping, butsioauld do it manually on occasion. It is not
really a good idea to delete addresses as soteagxpire because you may still need to refento a
old address (for example to check a donation).

To purge expired addresses:

1.

From theSystem Manager Screen, selectFile  andPurge Expired Addresses . The
Purge Addresses Box appears.
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Purge Addresses

Do mot delete expired addresses after: |19-4PR-1999

[ show report of expired addresses anly

Checking Location key: 0000000

Deleted Location key: 0000000

Cancel | Help

Figure 7-4  Purge Addresses Box

2. Enter the options you want:

Date addresses that expired after this date willr@otleleted. You may decide to purge
addresses that expired one year ago.

Show Report Only tick this if you want a report of the addresttest expired before the chosen
date, but do not want to delete them yet.

3. ChooseOK when you have finished.

Note this can take a long time. Try to run it whba office is not busy.

7.4 Temporary Files

PETRA can generate a large number of files outside thebdae. These are stored in the tmp

directory.
Version Tmp directory location
Network /usr/local/samba/dat/petra/tmp22
Standalone \Petra2\tmp22

The tmp directory has two subdirectories:

arc is where archived reports are kept. Do nottdedaything from here, or you will lose the
ability to reprint your archived reports.

Caution if you ever use the Linux ‘find’ command to deldiles from the tmp directory, bery
careful to tell it not to delete from the arc directoryvesll.

export is where files that are exported fromETRA go to by default, and whereePRrA looks for
files to import. Of course, it is better if eackeun creates and maintains their own directory for
PETRAfiles, and manages the files within it.

Here is a description of the files you are likadyfind in the tmp directory:

File Name Type Description
r???????.hdr Report files If you have any of these that are iotban the
r2222222.1pt reports listed on theiew Report Files Screen

then Petra has lost track of them and they will
not be deleted by the report purdgge careful
"""" if you use the Linux 'find' command to delete
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them: unless you use the -maxdepth’ parameter
properly, it will descend into your ‘arc’ directofy
too and delete things you need to keep.

*.rgf Email Control files Created when emailing repoffar normal
reports, these should be Deleted automatically
along with the other report files, but the HOSA
email uses a slightly different mechanism and
the file may be left.

*.log Log files Created mainly by patches. They aredsdéted
automatically.
p_* Export Partner and | These are not deleted automatically. Only the
Extract files user who exported the data knows what it is for
and how long it is needed.
*.CsV Finance Export files | These are not deleted autmalhtibecause only

the user who created them can say how long
each file needs to be kept.

* txt HOSA files These are not deleted automatically.
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Chapter 8 Patches

The RETRA Development Team sometimes send out patches cimgtaiew versions of the program
screens and updates to the data.

To see which version ofB?PRAyou have, select the Help menu from any screerchadseAbout
Petra . This will also tell you the program name andsi@n for the screen you are on.

About Petra
Petra release: 2.2.5

Program:
sysman.w (revil.14)

Patches
Petra Website Check Updates

Figure 8-1  About Petra

If you want to see a list of all the patches thatéhbeen installed, chooBatches

Applied Patches
Patch Mame [Date Run By User =
2.2.4 05-JUL-2007
2.2.3 05-JUL-2007
2.2.2 05-JUL-2007
2.2.1 0S-JUL-2007
2.1.15 21-MAY-2007  sysadmin
2.1.14 10-1AN-2007
2.1.13 02-1AN-2007 -

Figure 8-2  Applied Patches

On a Network version, you can also see the cupatah from sysadm usirgysadm petra22
checkpatch  (the current version) argysadm petra22 checkpatches (the full list).

When a patch is released we send out a noticeetpatra-info email address at each field. The field
|.T. Administrator needs to make sure that mathie address is forwarded to everyone who needs it.
This will include at least themselves, for the pek; and the Personnel Administrator, for notifarat

of conference updates. You can also usé€teck Updates  button, or théPetra Website

button to visit the website and check for yourself.

Patches are downloaded from therRA website http://www.ict-software.org/petra/You need to
download different files for the Network and Staloda versions.

8.1 Installing the Files

Before you start you should read the Release Nb&gsiccompany the patch. You can find these on
the website with the patch files. Tell your ustat you are updatinge®rRA, and what changes they
can expect.
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8.1.1 Network

PETRA needs to be shut down when installing a patclyasa your users and make sure they log out.
It only takes a couple of minutes.

1. Download the network patch .zip file to T:\Prografetra2\bin22\net-patches.
Log in asroot  on your server.
Shut down BTRA.

Runsysadm petra22 patchpetra

o &~ D

Restart BTRA.

8.1.2 Standalone
1. Log out of EETRA.
2. Download the standalone patch .exe program and.run

8.2 After Patching

Patches create a log file in the tmp22 directoeg ($lousekeeping’ on page 43), namegatch.log.
You should check this file to see what the patchdmne.
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Chapter 9 System Manager Reports

This chapter lists the various reports that aréave to the System Manager, dealing with the
operation of BTRA and with data security.

9.1 Partner Full Report

It is the law in many countries that a person niiesable to see all information that is stored about
them in any computer database. The Partner FplbRRgives that information. It is part of the
System Manager Module because it requires high éaeess through all ofB?RA. To run the
Partner Full Report:

1. From theSystem Manager Screen, selectFile  andPartner Full Report

Partner Full Report

Exfract... Count: O

[~ Print Details For All Famiky Members ?
[~ Hide empty sections in Personnel Data Report? (Person records only)

[~ Print Financial Information *

(o4 | Cancel | Help

Figure 9-1  Partner Full Report Box

2. Select the options you want:

Partner Key if you want to print the report for a single {par, enter their key here, or choose
the Partner Key button to bring up thartner Find Screen.

Extract if you want to print it for all the partnersanparticular extract, enter the name of the
extract here, or choose thatract button to bring up th&xtract Master Find Screen.

Note printing the full report for an extract of pagts can take a very long time.

Print Details For Family Members tick this if you want the details of all Pers@tords
attached to the Family you have chosen.

Hide empty sections tick this if you are printing a Person record amly want to see the parts
of the Personnel Data Report that actually cordaia.

Print Financial Information tick this if you want all financial details sueb gifts.
3. ChooseOK.
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9.2

9.3

9.4

9.5

Page 52

Expired Addresses

The Expired Addresses report has been dealt withdnsekeeping’ on page 43. Tick the ‘Show
Report Only’ box if you only want the report.

Tables Print
This is a report of all the tables in the databeasdth, a brief description and listing the levelaafcess
that the groups and users have to them. To rgelgctSecurity andTables Print from

the System Manager Screen.

Current Users

To see a list of who is currently logged in ®TRA, selectSecurity andView Current
Users from theSystem Manager Screen.

This report can be misleading, because it listsy@vre who has logged on, but not logged off. If a
user does not log off properly, for example becdahe& computer crashed, they will still be listed
here. To remove old entries, purge the Logins &®f¢pelow.

On a network, a more reliable way to see who igéalgn is to log in to your server et and
choose th&€onnectedClients option from thesysadm petra22 screen.

Logins Log

The Logins Log is a list of everyone who has loggear tried to log in, to BTRA. If you get a lot of
failed login attempts, it may be a sign that soneeisrtrying to break in.

1. From theSystem Manager Screen, selectSecurity andView Logins Log

?:J View Logins Log _ 10|
File  Edit Help
Uset ID |Lcu;in Datke |Login Tirmne |L-:gout Datke |Lc-g-:ut Tirmne |L-:-;in Skatus | -
SYSADMIM 10-APR-2002  10:2%:39 00:00:00  Successful - SYSADMIN
-
Purge Logins:
& &l Purge after |14 days

" successful

Filker Purge

Leave the table maintenance screen.

Figure 9-2  View Logins Log Screen

2. ChooseFilter to view all the logins of a particular user, ornkeén certain dates.

3. To manually purge the log, enter the number of gayswant to keep, seledll  if you want
to purge all entries older than this®uccessful if you want to keep the invalid entries even
if they are older, then choo&airge .
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9.6

9.7

9.8

Error Log

The error log lists certainB?RA errors that have occurred.

1. From theSystem Manager Screen, selectSecurity andView Error Log

2. Again, you can filter the log by user or by datéhwheFilter button.

3. To purge the log, enter the number of days you wahkéep, and choo$turge .

Report File Log

This shows all reports that are available to beimégxd, when they were printed, who printed them,
and the report file name. You can find these fitethe tmp directory (see ‘Chapter 7
Housekeeping’). If the report file name startshwirc/’ then the report has been archived and its
files will be found in the arc directory.

1. From theSystem Manager Screen, selectPrint Management andView Report
Files

2. To reprint a report, choose tReint button.

3. To purge a single report, highlight the report, ateSelected Report andPurge . To
purge old reports, selePurge after and enter the number of days you wish to keep, then
choosePurge .

4. To set up the reports that you want to be archinstad of deleted, sele&tchiving and
Reports to Archive from the menu (see ‘Housekeeping’).

Database Log

There are two logs of database activity kept oetsid®ETRA. To view them on a Network system:
1. Loginto Linux agoot

2. Typesysadm petra22 and choos@dministration

3. ChooseViewProgress orViewPetraServer
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Chapter 100DBC

ODBC stands for Open DataBase Connectivity. Iviges a standard way for programs to connect to
databases. ODBC comes in two halves: driver aneékseA program like Microsoft Access or
Crystal Reports will use the ODBC driver to conrtecthe ODBC server and get data froBETRA.

10.1 ODBC Server

On Network versions, the ODBC server is startedsind down as part ofePrA, and you can use
both FETRA and an ODBC program at the same time.

On Standalone versions, you can also use botle aatime time, but you can also manually start the
ODBC server when you want to use an ODBC prograthoui running BTRA, and stop it when you
have finished. This was discussed in detail iaftsp and Shutdown’ on page 37.

10.2 ODBC Driver

The ODBC driver was installed and configured wheun installed BTRA. If you need to recreate or
reconfigure it for any reason, follow these steps:

1. Open the Windows Start Menu and cho8s#tings  » Control Panel

2. ChooseAdministrative Tools » Data Sources (ODBC) . When the ODBC Data
Source Administrator appears, click the System tab.

Jser D5M  Spstem DSH l File DSH ] Drivers] Tracing] Connection F'Doling] About ]

System Data Sources:

| Driver | dd
@2} DataDirect 4.1 32-Bit Progress 50L32 +3.10

Remaove

Configure...

i

An ODBC System data source stores information about how to connect to
the indicated data provider. & System data source i visible to all users
ah thiz machine, including NT services.

0K | Cancel | | Help

Figure 10-1 ODBC Data Source Administrator
3. Choose Add or Configure. When the Create New Batarce window appears, highlight

DataDirect 4.1 32-Bit Progress SQL92 v9.1D and choose Finish. The ODBC
Progress SQL92 Driver Setup window appears.
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General lAdvanced] About ]
D'ata Source Mame: |Pelra2_2
Diescription: |Petra 2.2 databasze
Host Mame: |Iinu:-: Help
Port Mumber: |petrasqlsw
[atabaze Mame: |petra
User ID: |

Test Connect | 0K | Cancel | Apply |

Figure 10-2 ODBC Progress SQL92 Driver Setup

Enter the fields as shown. For the Network vergditost Nameshould be the name of your

server (usuallyinux ) andPort Number should bepetrasqlsrv . For a Standalonéjost
Name should bdocalhost ~ andPort Number should bepetrasqglsrv
4. ChooseOK.

Each user needs their own User ID and passwordseTare different from the norma®A User
ID's, and are administered using the separate OD&& Manager program. This can run from
Start » Programs » Petra 2.2 » ODBC User Manager . The instructions are in the
ODBC User Manager Manual, which is part of the malhelp within BTRA.

Page 56 Version 2.2 (1 Nov 2007)



System Manager Guide PETRA Chapter 11 Troubleshooting

Chapter 11 Troubleshooting

If you have trouble with PrrRA, the first person you should contact is your AlTIAyour AITA
cannot help, or if yoare the AITA, you should email full details of your egtion or problem to
petra-support@ict-software.gngcluding the version of ErrRA and whether it is Network or
Standalone. Please also say if you need a sespise r

Here are some common questions and their answers:

Why must | usepetra-support@ict-software.ongstead of the helpful person who answered my
last question?

There are 3 reasons for this. If you send an etmaihe person, they may:

1. Not be able to answer, and have to waste time faling it to the correct person.

2. Be away on holiday, conference or campaign. Yaudwait weeks for an answer.
3. Hauve left the organisation. You may not get amensat all.

When you send to petra-support, everyone on theldpment Team sees it, so yknow it has gone
to the right person.

What is the SYSADMIN password?

It is given in the installation documentation oruy@€D. We want to list it in as few places as
possible for security reasons.

| can't log in! PETRA says ‘Invalid User ID/Password’ but I'm sure | typed them correctly.
Check that the keyboard Caps Lock is turned omBmber that passwords are case sensitive.

I'm trying to create a user, and I'm getting an error ‘You have given this user access to
FINANCE but not to any ledgers’.

This is not an error, it is just a reminder messageu can still close theser Maintenance Screen by
choosingYes . The user will still be able to run Petra, anglate their own ledger if they are a
member of the FINANCE-3 group. They will not bdeato use any existing ledgers, though, and
mustCancel from theSelect Ledger Box if it appears when they enter Finance.

When | print labels, the margins are wrong and theaddresses print off the labels.

You have probably selected the wrong form onStaet Print Job Screen. Select the form defined for
these labels. If you are selecting the correehfaheck that the margins are correct onRtian
Maintenance Screen.

I'm trying to print using a particular form, but it does not appear on thé&tart Print Job Screen.

The form has not been assigned to the module yoprarting from. See ‘Assigning a Form to a
Module’ on page 29.
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Chapter 12Advanced Configuration

There are some extra configuration options thatoeaset to changeePrRA’s behaviour. Most of the
time these options do not need to be changed.

12.1 Automatic Detection of User ID

PETRA detects the ID of the user logged in to Windovgl automatically fills in the User ID on the
Petra Login screen to match. On standalone syst#rase a default Windows user name is used, or
on network systems where the network User IDs dornadch the Petra ones, this is not always
appropriate. To prevenePrA from filling in the User ID, edit the file
C:\Petra2\ClientStandalone.config (standalone) or
lusr/local/samba/app/Programs/Petra2/PetraCliemtdt&iconfig (network). Find the line

<add key="UseWindowsUserID" value="true" />

and change it to
<add key="UseWindowsUserID" value="false" />

12.2 Email Program

PETRA will normally be able to detect the email progrgou have installed but there are
circumstances when it may not be able to do ses&lnclude Pegasus Mail being run from the
network F: drive without the installation prograsifg run on the local computer. To teHTRA
where to find Pegasus, edit /usr/local/samba/apgf@ms/Petra2/petra22.ini (network) or
C:\Petra2\petra22.ini (standalone). Find the eadatalledPetra] and add an item

PegasusDir=f:\win95\pmail
pointing to the folder where Pegasus should bdmm.

If you have Pegasus installed but waBtiRA to try to use a MAPI-compliant email program irgte
(like Microsoft Word does), you can set

PegasusDir=MAPI

which causesPrRA to ignore Pegasus even if it does detect BTRR does not need to be restarted
after changing this parameter.

12.3 Number Format

When you installed PrrRA you chose language and country settings, whidded the format of
numbers: whether to write one thousand point zaemin the American format of 1,000.01 or the
European format of 1.000,01.

If you find that the number format you are usingds suitable, you can change it by editing
/usr/local/samba/app/Programs/Progress/startupdofussr/local/progress/startup.pf (network) or
C:\Program Files\Progress\startup.pf (standaloh&twork users need to edit two files, one for the
client and one for the server. In either casegthee two parameters that control the number forma
-numsep controls the thousands separator, andmdec controls the decimal character. Set them
to the ASCII codes of the characters you want as/ahn the table below, and restagTRA.
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American Format European Format
1,000.01 1.000,01
-numsep 44 -numsep 46
-numdec 46 -numdec 44

12.4 Number of Licensed Users

This section is only relevant for network useruXan see the number of users you are licensed for
on thesysadm petra22admin screen. To change it, select tPleangelicense  option. You
must have purchased the correct number of licethsegghpetra-admin@ict-software.otggfore
changing this.

After setting this option, you need to restegtrRA using sysadm.

12.5 Watchdog Process

The network version of BRA runs an extra process, called tachdog. This is supposed to tidy
things up in the event of a server process cradfitidiges not help with workstation crashes).
Unfortunately, it takes up one licensed user slbhecessary, it can be disabled by commenting out
the line beginning $DLC/bin/prowdog in /etc/rc.dlfid/petra22proserve and restartirgrRA.

12.6 Website

If you need to use a web proxy server insteadehttrmal BTRA website, change th&'ebsite line
in /usr/local/samba/app/Programs/Petra2/petra2@etivork) or C:\Petra2\petra22.ini (standalone).
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Tip If using Adobe Reader to view online, you canjutm the page. Find the item in the ind
click in the page number box on the toolbar, typethe page number you want, and pr
[Return] . This takes you immediately to the page.
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address, 45
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Partner Edit Screen, 12
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password, 19, 22, 24, 57
patches, 41
Patches, 9
Pegasus Mail Directory, 59
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petra.bak, 39
petra.lk, 37
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Purge
Error Log, 43, 53
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purge, 8
Report Banner, 13
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Run command, 8
Show Report Only, 46
Site Key, 12, 16
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support.See petra-support@ict-software.org
SYSADMIN, 19
password, 7, 57
user, 7
System Manager Screen, 7
tmp directory, 46, 50, 53
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User ID, 19, 21, 57
Windows, 59
User Maintenance, 7
Users, number of, 60
Wdog process, 60
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