


Data removal tool


***Warning***	The data removal tool is NOT an archive tool, once deleted records cannot be restored. It is an Admin level function and administrators are strongly advised to take a back up prior to the procedure in case of accidental deletion of current or required records.

The data removal tool allows for the block delete of subjects and clients based upon the work done last updated date and / or subject closed date. All Subjects that have not been updated since a prescribed date will be deleted and any client records left with no subjects as a consequence will also then be deleted.

All associated items, eg. Diary or Action Manager entries will also be deleted.

A user will need to have administrative access rights to work in this area of AIMS (see Managing Users).
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Running the Data removal tool

1. The Data removal tool can be found under the Admin drop down. Before commencing this procedure you are strongly advised to take a back up of your data.

2. To complete the process you need to progress through three stages: Find Record > Print > Delete. You can abort the procedure at any time by pressing the Close button. 

3. Select the work done last updated date, or subject closed date before which all subjects will be deleted. 

Note: Ticking the “Include subjects without a closed date” box will add those records where you have either accidently or deliberately not yet closed the subject. Leaving unticked will exclude those subjects with no date closed date regardless of how old the last updated work done date is.

           [image: ]
4. Click on the “Find Records” button. The records selected can now be viewed in the display window. 

5. Before progressing it is necessary to print the list of those subjects and clients selected for deletion. The list can be viewed on screen, printed or saved as an excel spreadsheet. 

This list can be used to verify that the records about to be deleted do not include ones your agency wish to remain active within AIMS.
 

6. If you change your mind regarding the delete selection you can click the Close button at any time.

7. If you wish to proceed press the Delete records button. [image: ]

8. You will be asked to confirm your action. If you say “Yes” the deletion will go ahead. There is no restore function.
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This taol allows you to permanently delete the details of dients with whorm you have not had contact for a long time. For example, for data protection
purposes,

Delete Subjects where Date Closed or Work Dane Last Updated is before: [01/12/2003

¥ Include subjects without Date Closed (for agencies that do not fillin Date Closed)

Client 1D [Client Name subject ID [Subject Ref, Description Date Opened _|Last Updated _|Date Closed |~
C s Sonya Smith 10 RC/10/07 S5 03/05/2007  03/05/2007  03/05/2007
[ 9 Ms Sonya Smith 11 5L/11/06 Loan Sharks o6/04/2006  0sfo/2006  10/10/2006 _|
[ 3 Ms Sonya Smith 14 51/14/05 Incapacity Benefit 25/09/2005  03/02/2007
[ 12 Lwilliams 13 pw/13/05 Dismissal 05/06/2005  01/03/2005  01/09/2005
[ 12 Lwilliams 18 JP/28/07 sellinghome 07/03/2007  21/05/2007
oy o

Find Records | First, find the recards that match the eriteria entered above,

Print Second, you must print thelist of records before deleting

D=let= fecords | Finally, you can permanently delete the records,

WARNING: Deletion cannot be reversed. Make a backup to keep fora limited time, until you are certain the correct data was deleted.

Close





image2.png
Delete Records





