Education Financial & ICT Services

LM ACCOUNT

FILES THAT CAN BE DELETED FROM THE ARCHIVE FOLDER
WITHIN THE LM ACCOUNT

- /

Some schools are now finding that the LM Account will not fit onto a zip disk, or that backing
up is taking a very long time. This is partly due to the number of items in the Archive folder
within the LM Account, some of these items are no longer required and can be deleted.
Please be very careful when deleting items, that you are only deleting those as detailed.

BEFORE DELETING ANY ITEMS PLEASE MAKE A BACK-UP

Follow the instructions below to delete items from the Archive folder.
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1. FILES THAT CAN BE DELETED FROM THE ARCHIVE FOLDER:

e Any items that begin with LM, see examples below: (note: you may not see the .xlIs
on your system)

@LMQS#DecemherEDDZHIs 5.320KB b 14/01/02 16:00
@LM1234Fehruary2I]DE.xls 5.335KB P 11/03/021252
LRI anuan 2002 RATZKE.. b 070207 1041

e Any items that begin with the school location code and include either 2001, 2002 or
2003, see examples below:

5@1234Decemher2DDSXL5 BEKE P O7/01/0314:32
E@'IES#FEI::ruaryEEIEIZXLS 150KB b 11/03/02 12:49
E@'IES#FehruaryEEIEISXLS BEKE P 0B/03/0374:14
Efg‘]'l??d.lahuaru?l'lw A 160ER.. k70202 10030

2. FEILES THAT MUST NOT BE DELETED FROM THE ARCHIVE FOLDER:

e Any file that begins with the school location code and contains 2004, see examples

below:
@123453ptemher2lilﬂ4.><L5 145E b 0FA10/03 1416
@umugustznmm 14768 b 224092031411
31234 uly2004 L5 149K b 21/07/03 1208

e File called ‘Do not remove’

3. FILES THAT CAN BE DELETED FROM THE LM ACCOUNT FOLDER

e There may also be two items that can be deleted from the LM Account folder, these
are;

» Upgrade.xls (note: you may not see the .xIs on your system)
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4. EMPTY THE RECYCLE BIN ON THE DESKTOP

Right click on the Recycle Bin on the
desktop and select Empty Recycle
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