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Backing up Data In
CTASVersion 5

Indiscussing thetypesof cdls
recéved on the CTAS
Helpline, a concern has been
expressed regarding the back-
ing up of the CTAS data. It
appears that the backup fea-
tureof CTASisnat bengfully
utilized. Not backing up your
datais like ahigh wire act not
usng a net.  If something
happens, there is nothing to
prevent a disaster.

CTAS Backup Procedures

1. Click onthe Adminigtration
button (Admin).

2. Click on the Utilities Tab
(F5).

3. Insart adiskettein DriveA.

4. Click on the Backup but-
ton.

5. Click on the Run Backup
button.

6. Click the OK button.
The CTAS sysgem will

backup your data onto the
diskette. If asecond disk is
required, the system will ask
you to insert diskette number
two. Usng this backup pro-
cedure will dlow the use of
the restore database buttonon
the Welcome screen.

Recommended Backup
M ethod

1. U= a minimum of three
sets of backup disks.

2. Rotate the backup sets.
For example, use set 1 for
week 1; set 2 for week 2, set
3 for week 3 and s&t 4 for
week 4. Then on the firs
week of the next month use
st 1 again. Then continuethe
rotation.

3. Make two backup copies
a the end of the month.
These will not be rotated.
Store one set of the backup
disks off-dte.

4. After threemonths, replace
the weekly disks with a new
set. Diskettes will wear out if
they continue to be rewritten.

Explanations

Why use three backup sets?
When backing up the data,
you could inadvertently
backup corrupted data. If
you only have one st of
backup disks, there is no
longer a backup set of the
data. The chancesof three or
more sets of backup disks
being corrupt are extremedy
amal. Therefore, dl you need
to re-enter is the data added
since the backup.

Tape Backup: Tapes back-
ups are excdlent for backing
up dl of theinformation on the
computer.  However, you
may find thet retrievingasmdl
portion of the data from the
tape backup difficult. In addi-
tion, you cannot use the re-
store database command on
the CTASWelcomescreento
recover the datafrom thetape
backup.
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Training

The Office of the State Audi-
tor (OSA) offerstraining ses-
sonsontheWindowsverson
of the CTAS sysem. Thisis
a basic beginners course de-
sgned for those users that
have limited or no experience
using the CTAS system.

These sessonsare held at the
State Auditor’s Office in S.
Paul. Traning sessons ae
scheduled for June 29, July
13, and August 17, 2000.
The training sessons begin at
9:00 am. and will end at ap-
proximately 1:00 p.m.

Please cl Ms. Billi Saders
at (651) 297-3684 to register
for a traning sesson. The
resources availablefor training
require that we have a maxi-
mum of Sx people for a ses-
son. Duetothetimeand re-
source commitment, the O-
fice of the State Auditor re-
serves the right to cance a
training session if registrations
do not exceed three.

Participants should bring their

Reference Manud to the
traning sesson. A traning
workbook is provided.

The training sesson will be
hdd a the State Auditor's
Office, Sute 400, 525 Park
Street, St. Paul, MN. Parking
isavallableacrossthestregtin
the Bethesda Ramp.

In addition to these training
sessions, the Minnesota As-
socigion  of  Townships
(MAT) is difering a series of
training sessonstitled Summer
Short Courses. Thesetraining
sessions nclude two CTAS
sections. One is a generd
overview of the system and
the other isthe CTAS system
from auser’s point of view.

The generd overview is for
persons currently not using
CTAS. A user's point of
view will discuss a red life
dtuation usng CTAS soft-
ware. An OSA representa-
tivewill beavailableto answver
gpecific questions. Pleasecall
the MAT Office a 1-800-
228-0296 for information on
the Summer Short Courses.

Accounting

Transfers

Transfers are used to move
resources from one fund to
another. The CTAS system
requires the use of specific
numbers for transfers. The
receipt number is 39200 and
the disbursement number is
49360.

The entries for transferring
money from the Generd
Fund (100) to the Road and
Bridge Fund (201) isasfol-
lows.

Road and Bridge Fund:
Recept Number: TRFO1
Account No.: 201-39200

General Fund:
Check Number: TRFO1
Account No.: 100-49360-720

The TRFOL is the number |
assigned to this transaction.

Using the assigned number
will ersure that the transfers
are shown on Schedule 1 of
the financid satements.
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The trandfer of money to or
from asavings account should
be shown as a purchase or
sde of an investment.

Recording of Interest on
I nvestments.

We have received a Sate-
ment from the bank stating
that $150 in interest has been
added to our General Fund
CD. Torecord thisinterest
and dlocate it to the CD the
following transactions are
made.

To record the interest earned
the accounting number is
100-36210. Where 100 is
the Generd Fund number
and 36210 is the account
number for interest earnings

To record the interest as part
of the CD the account num-
ber is 100-49350-800.
Again 100 isthe Generd
Fund, 49350 is the account
number for investments pur-
chased and 800 is the object
code for purchase of anin
vesment.

Frequently Asked
Questions

| tried to enter check
numbers and received the
message: Error Number
30009. Why can't | enter
check numbers?

This error message indicates
that one of two conditions
exigs within your claims sec-
tion.

1. All the checks in the
clams sections have
currently been as
signed check numbers

2. The dams that have
not been paid have
not been sdlected as
approved.

Review the daims section to
discover which of the condi-
tionsexists. Then correct the
problem and continue. If a
check number needs to be
changed, then the daim must
be edited.

| tried to start my CTAS
system and received the
error message: CTAS-16
and | cannot get CTAS to
run. What can | do to get
CTAStorun?

Thismessageindicatesthereis
aconflict between CTAS and
the operating system. To cor-
rect this problem, close dl
programs and re-start your
computer.

Windows 3.1 users should
completely turn off their com-
puter.

Windows 95, 98 and NT us-
ers can follow these steps.

1. Click the Start button.
2. Click on Shutdown

3. Sdect Redat the
Computer

4. Then dick the Yes
button.
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The Clipboard

C The Hepline now has
two additiond num-
bersavailable. Users
with accounting issues
can cal 651-297-
3684. Those with
computer issues can
cal 651-297-7104.

C Caution is the key
when inddling new
software.  The new
software may over-
write Windows sys-
tem files needed by
CTAS.

C The sample checksin
the payroll system are
for the dot-matrix
printers. This is
used to help dign the
checks.

C The Frequently
Asked  Quedtions
(FAQs) ae now
listed on the CTAS
website.

¢

CTAS Veason 5 for
Windows is a stand-
done sysem. A net-
work verson of the
system is not avail-
ale. The Hdpline
does not have the ex-
pertise to trouble-
shoot getting CTAS
to run on a network.

Poging of Clams
When a dam has
been posted it cannot
be changed. All
changes must be
made in disburse-
ments. Changesmade
in disbursements
should dso be re-
corded on the printed
damform.

The CTAS Bullin
Board is now aail-
able to users. The
OSA daff generdly
reviews the postings
on the Bulletin Board
on Tuexdays and
Thursdays.  Users
needing assstance in
accessing the Bulletin
Board can cal 651-

297-7104.

C The check format for
a Laser or Inkjet
printer is Deluxe
L aserJet Check form,
Product Number
81064 Laser Multi-
purpose Check 81/2
X 11. Moreinforme-
tion on obtaning
these checks is avail-
able on the OSA
website a
www.osa.gate.mn.us
or you can cdl the
Hepline

M otivational Quotes

Persistence

Persstence iswhat makesthe
impossible possible, the pos-
shlelikdy, and thelikely defi-
nite.

- Robet HaAl,
executive

persona

If I missone day’s practice, |
notice it. If I miss two days,
the critics notice it. If | miss
three days, the audience ro-
ticesit.

- Ignace Paderewski, Polish
concert pianist




