
Fiscal Finance 

How to convert and merge data from two locations. 

These pages will show you how to convert the old data to the latest structures, and then how to 
merge two locations into one. 

a. Click on the file menu and select – Set Data Location 

 

b. Click on the Insert button under the listing of data locations 
 

 
 
 
 
 



c. Click on the button at the right hand side with the three … 
 

 
 

d. Select the root folder where the old data resides. 
 

 

 



e. Click on the OK  button 
 

 
 

f. Select the old data location and click on Select Path 
 

 
 
 
 
 
 
 
 
 
 



g. Open up the list of clients from the toolbar button. This will convert the data to any new 
structural changes. 
 

 
 

h. Close the window and return to the File Menu and the Set data Location Item and select the 
new data location again, so that the merging of the two data locations can begin. 
 

 
 
 
 
 
 
 



i. You will now that the data path has changed by looking at the frame title where it displays 
the program Path, and the Data path. Now you must click on the File Menu and select the 
Merge Data Locations item. 
 

 
 

j. A warning screen will appear. Read it and when you are sure that everyone is out of the 
program (if it on a network) then click on the Proceed button. 
 

 
 



k. The two fields that show the source and destination paths of the data must now be 
completed. Use the buttons on the right of the fields to select the paths. Note – The data 
paths are the full paths, not just the root path. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



l. First select the old data path as the source. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



m. Then select the target data path, which is the new data location. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



n. The window should now look like this. If it does click on the Merge Data button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



o. Green ticks will set next to each successful operation, and a final message to inform you of 
the result. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




