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THE AUDIT TRAIL MANAGER

The Audit Trail Manager enables you to keep track of every modification that's made to your data. You can view the edit details (what was changed,
when, and who made the change) and revert a modification to its original state. (Administrator privileges required!)
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ABOUT THE AUDIT TRAIL MANAGER

The Audit Trail is an optional way for you to keep track of every change that's made to your data: who made it, when, and exactly what was changed.
It keeps track of the original and new values, so you can see what something was change from and to.

Turning the Audit Trail on

To turn the Audit Trail feature on:
¢ Go to the Admin menu and choose the Preferences topic from the topics on the left. (Note: If you do not see these options, you don't have
Administrator privileges).
¢ Go to the Data Entry tab within the Preferences page.
¢ Note the Audit Trail area:

Audit Trail

Maintain an audit trall of data
modifications

© All tables Selected Tables

Track records added to the database
Track records modified

Track records deleted

Track Memos

¢ If the Maintain an Audit Trail of data modifications check box is not selected, click it to select it.

Audit Trail Options

All Tables/Selected Tables

If All Tables is selected, CatBase will create an Audit Trail record whenever anything is changed in ANY of your data tables. If Selected Tables is
selected, you will be able to choose which data tables to maintain an Audit Trail on.
Track records added to the database

Creates an Audit Trail record whenever a new record is added and saved.

Track records modified

Creates an Audit Trail record whenever an existing record is changed.

Track records deleted

Creates an Audit Trail record whenever a record is deleted.

Track Memos

Creates an Audit Trail record whenever a Memo is created or modified.

Click the Save button when you're happy with your selections.

Choosing which tables to maintain an Audit Trail on

If you chose the Selected Tables option, you can choose the tables you want to keep track of:
¢ Go to the Admin menu and expand the Database Setup topic on the left.
e For each of your data tables, there is a checkbox below the list of fields: Maintain an Audit Trail of modifications to this table.
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e Select that checkbox.
¢ Click the Save button.
Note: if the checkbox isn't selected, but you chose the All Tables option in the Audit Trail setup, the Audit Trail will be active for that table.

Creating an Audit Trail entry

You don't need to do anything! Once the Audit Trail option has been turned on, CatBase will automatically create an Audit Trail entry every time a
record is saved or deleted.

Viewing Audit Trail entries

¢ Go to the Admin menu.
e Select the Audit Trail topic on the left.
e You'll see a list of all Audit Trail entries, sorted by date and time, from newest to oldest:
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I et Products Puple Party Cake | 11/04/2017 12:4021 Administrator  Modified
» Data Coanections Products Purple Party Cake 11/04/2017 12:35:37 Administrator Modified
: 3::3::: Setup Products Purple Pasty Cake 11/04/2017 12:27:01 Administrator Modified
> Emal ACCOUMS Stuff Athingie 31/03/2017 23:00:37 Administrator Deleted
> Event Scheduler Stuff Another thingy | 31/03/2017 23:00:37 Adrinistrator Deleted
: g :‘CMM«‘MS Stuff Another thingy 31/03/2017 23.00:25 Adeninistrator New
Maintenance & Backup Stuff Athingie | 31/03/2017 22:59:55 Administrator New
Preferences Products Coloutful Layers Cal 20/03/2017 23.02:44 Administrator Modified
» Table Links Products Mixed Fruit Tast 07/10/2016 23:48:01 Administrator Modified
sers Products Strawberry Tart 07/10/2016 23:47:51 Administrator Modified
Products Raspberry Tart | 07/10/2016 23:47:44 Administrator Modified
Products Purple Party Cake 07/10/2016 23:47:29 Administrator Modified
Products Mixed Fruit Tast 07/10/2016 23:46:48 Administrator Modified
Products Heart-Shaped Iced ¢ 07/10/2016 23:46:41 Administrator Modified
Products Hallowe'en Cookies | 07/10/2016 23:46:33 Administrator Modified
Products ‘Double Chocolate C 07/10/2016 23:46:23 Administrator Modified
Products ‘Creme Sandwich Co. 07/10/2016 23:46:15 Administrator Modified
¢ ~ Products Colourtul Layers Cal 07/10/2016 23:46:01 Administrator ‘Moditiec
@mj Products (Chocolate Eclair | 07/10/2016 23:45:47 Administrator  Modified
~ Products ‘Chocolate Chip Coo 07/10/2016 23:45:39 Administrator Modifiec
Products Cake Pops ; 07/10/2016 23:45:32 Administrator  Modified

e Double-click an item in the list to see more details:

CYEE ) ' ' Audit Trail Record
Table: Products Key field: Purple Party Cake " - "
Record No: 12 Database Event:  Modifed
Date: 11/04/2017 Time: 12:40:21 User: Administrator
Field No. Field Name Old Value New Value
43 Price 125 |24.95
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Rollback

Rollback

A modification can be reverted to its previous value using the Rollback feature. For example, suppose you look at the Audit Trail entry shown above
and realise that the price should not have been changed from 12.50 to 24.95. You could search for that record and edit it manually, or you can do it the
easy way:
¢ Click the Rollback button.
e Confirm that you want to roll the modification back.
o CatBase will attempt to make the change, and will let you know if it succeeds. If it cannot make the modification, that is probably because the
record is locked by you or another user (ie, they have the record open so that only they can edit it).
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