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Send us your questions

Download a handout

Your microphone is 
muted automatically

Switch to full screen
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Frequently Asked Questions 

What is an Archive?

How to take an archive

How to access it

Difference between Archive/Back up/Clear Audit Trail

Summary 
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Once you've archived, can you then 
delete old records you no longer use, 

such as customers, suppliers or 
nominals?

How is this effected if I stop using Sage?

No, Archiving is just one part of 
a process to reduce the size of 
your data. You are unable to 
clear any records until you 

have ran a Clear Audit Trail.  

Do I have to specify a date to run an 
archive?

You must have the Sage 
software installed with a 
valid licence to be able to 

access your archive. We would
recommend exporting reports 

out prior.  

No, archiving creates a 
snapshot (read only copy) of 
your data as it is at that point 
in time including current and 

historical data. 
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• A read only copy of your data as it appears in the program at that time. 

- Includes any existing logon details. 

- Cannot add anything new but can remove/edit records for GDPR

- Need the relevant user permissions to access archive option. 

• Instant access to revisit historical data, figures and run reports.

• Does not remove transactions.

• Archive file is saved within your data path.
- Attachments are not included in this

• You need to have access to the software to be able to view the archive.

Archive your 
company data

Note – Archive files do not sync over Remote data access

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158673#h_72760124521606754256892
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• Year End.

• Clear Audit Trail.

• Before any significant changes.

Clear Audit 
Trail

How to 
complete 
Year End

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112159906
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112236926
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Read only copy which can be opened like a separate 
company, does not remove transactions and you do not need 
to enter date to archive up to. 

Takes a copy of your data which can be restored over the top of 
live data or used to create another company. Once restored the 
data can be edited and new information can be added. 

Archive

Back Up
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Read only copy which can be opened like a separate 
company, does not remove transactions and you do not need 
to enter date to archive up to. 

Archive

Removes older transactions up to a date you have specified 
so you can reduce the size of your data files.

Clear 
Audit 
Trail
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Clear Audit 
Trail

Clearing records 
Customer
Supplier

& Nominals

Inactive 
Records

Clearing Records 
Invoices, Orders &

Quotations

Clearing Records 
Stock transactions 

& records

Get Registered.

https://register.gotowebinar.com/rt/564793164595771221?source=Help+Centre
https://register.gotowebinar.com/rt/1766152554452684888?source=Help+Centre
https://register.gotowebinar.com/rt/3883957085084253526?source=Help+Centre
https://register.gotowebinar.com/rt/8288830463885008475?source=Help+Centre
https://register.gotowebinar.com/rt/2153806269546142303?source=Help+Centre
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• Archiving creates a read only copy of your data, including all historical and 
current information.

• It does not remove any transactions. 

• You can take archives at anytime, but it is typically done as part of the Year 
End or before running Clear Audit Trail. 

• You will need to use the same user credentials you used when creating the 
archive.

• Enables you to view historical data, edit and delete records and run reports. 

• You cannot add any new data. 

Back up your 
data

Archive your 
company data

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112238683&hypermediatext=null
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158673&hypermediatext=null
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Extra Support

Useful tips & 
Resources 

Time saving 
tools

Regular tasks 
50 Accounts

Help Centre

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112550680
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200629114524875
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200629114524875
https://my.sage.co.uk/public/help.aspx#/customer/support/accounts
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Key Topics

Year End
Tuesday 4 April 2pm

This webinar explains the year end process from start to finish, including 
how to prepare for and run your year end and the optional post-year end 

tasks.

Running reports to reconcile your VAT Return
Wednesday 5 April 11am

Learn which reports to run to reconcile your VAT figures prior to 
submission.

What’s new in V29

VAT return

Clear Audit Trail

Inactive records

Clearing Records - Customers, 
Suppliers and Nominal

Upcoming

Webinar Registration

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112239553
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We know that running a business can be tough and at Sage 
we want to help you and your business with the many 
challenges you face.

That’s why Sage goes beyond great software solutions

As a valued Sage customer and member of the Sage 
community, you'll enjoy benefits that help you and your 
business by connecting with brilliant experts and industry 
peers.

Sage is here to help you grow and your business flow.

More than just great software
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All included as a member of Sage – FREE

Being a Sage member you get great software 

solutions, expert advise to get the most from 

your solutions and more help with the business 

challenges you face.  All wrapped in the human 

touch of Sage’s community of customers, 

partners and colleagues.

Exclusive member benefits include:

Find out more about these exclusive benefits.

https://www.sage.com/en-gb/membership/
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If you want to keep up to date with Member Masterclass, why 
not have the latest talks and articles delivered to your inbox 
by subscribing to the magazine.

Member Masterclass
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As a Sage customer or partner you have automatic access to exclusive benefits, which 
includes expert human advice in Member Masterclass.

We asked customers what the most pressing issues 
and problems are that they face in their business 
and have built Member Masterclass to support you 
with the challenges you face and help your 
businesses grow.

Season 1  looks at finding and keeping great 
people, while Season 2  focuses on unlocking 
productivity.

Each season includes a keynote talk, plus new 
talks published each week alongside short articles 
providing a range of insights, advice and 
inspiration. Talks are around 15 minutes long and 
bitesize articles are only a 5-minute read.

https://www.sage.com/en-gb/blog/members/unlocking-productivity/#gate-34fe7a87-32ae-4678-87f1-13a5d4b43783
https://www.sage.com/en-gb/blog/member-masterclass/
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Thank you!
Please take a minute to complete the short exit survey as you leave.

You’ll receive a follow-up email with links to register for future webinars
and watch recordings later today.
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