Time Matters File Locations Change

How to change the File Locations used by Time Matters for storing documents
Open the Time Matters File Locations

Open the Time Matters File Locations.

1. Press the Start button and type: File loc

2. Time Matters File Locations should appear. Right-click on Time Matters File Locations
3. Click Run As Administrator.
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Open the Set File Locations Window

1. Click on the Change Record icon (blue triangle)
2. Delete the entry in the Shared Files Directory field.
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Enter the New Shared Files Directory

Enter the path to the new Time Matters Shared Files Directory.

The Directory may be a folder in a local drive, mapped drive (e.g. F:) or a network drive using its UNC
path as shown below.
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Cancel the Shared Files Directory Change

You will need to move the tree of folders from the old computer or drive to the new one.

But we recommend using a program like Robocopy (if you can master the options) or simply Windows
File Explorer to move the folders.

Press Cancel to close the Shared Files Directory window.

Ei‘, Shared Files Directory Change t *

rou hienve changed the location of the shared files drecton,
Tirne Matters will now copy yous shared documents 1o the new
lncation s0 that they remain accessile o Time Matlers users.

Mete: Documents in the: previous shared hles dirsctory will not be
deleted If you weart to delate thoes Fles, you must do 20 marnualy.

Copy files and folders, .,
From: | \\Lizmn-PCATMS hared

Ta |'\'\Dyh-PD.lesrs".F'uHic'\Duclmis"\THFILES'*-.U_IEHT!

Click OK bt copy the files, o chck Cancel if you want bfcopy the
filez manually at a later ime.

S

Time Matters File Locations Change Page 4



Time Matters File Locations Change

Click OK at the Additional Action Required Window

Click OK

That is all you need to do on each user PC.

E_L_,. Additienal Action Required 4

ié Uil o copy the confents of wour previous Shared
&£ Fies direclany bo the new lacation, shared documents
and Time Malters festures magnt be unavailable.

Impostant: If you changed databaze server zeltings
at the zame time pou changed the Shared Files
directory, those zethings might be overwritten when
you copy the contents of your previous Shared Files
directary 1o the rew location, Alter copuing shared
files. retuir to the Sel File Localions
ie-enker pour database sesver Setli

Time Matters File Locations Change Page 5



Time Matters File Locations Change

Author

Wells H. Anderson, J.D.

CEO, Active Practice LLC - www.activepractice.com
Edina, Minnesota

952.922.1727 or 800.575.0007

Expert assistance with practice management applications
PCLaw|Time Matters Platinum Certified Partner

CEO, SecureMyFirm - www.securemyfirm.com
A service of Active Online Inc.
952.922.1120 or 888.922.1120

Protecting small firms from computer disasters

Time Matters File Locations Change Page 6


https://www.activepractice.com
https://securemyfirm.com

	Open the Time Matters File Locations
	Open the Set File Locations Window
	Enter the New Shared Files Directory
	Cancel the Shared Files Directory Change
	Click OK at the Additional Action Required Window
	Author



