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Abstract

This document describes the process for configuring multiple users for Microsoft Office Small Business Accounting 2006 running on a Windows Small Business Server 2003 network.

For the most up-to-date product documentation, see the Microsoft Web site at http://go.microsoft.com/fwlink/?LinkId=33326.
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Note 

This is Version 3 of this document. To download the latest updated version, visit the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62472). The update might contain critical information that was not available when this document was published.
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Note 

The information in this document applies to the Microsoft® Windows® Small Business Server 2003 server software with Service Pack 1 (Windows SBS) and Microsoft Office Small Business Accounting 2006 with Service Pack 2. You may download Service Pack 2 for Business Contact Manager Update and Small Business Accounting from the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62547). The intended audience for this document is Small Business Accounting administrators and users and Windows SBS administrators.

Microsoft Office Small Business Accounting 2006 is a comprehensive financial management program that helps small business owners and office managers handle the financial needs of their business using software that has the look and feel of Microsoft Office and offers great integration with other Microsoft Office programs. It can be installed on a standalone computer or on a peer-to-peer network environment for multiple users. If you centralize the database to run on Windows SBS, multiple people can use Small Business Accounting 24x7, they can remotely access Small Business Accounting, and backups are performed automatically. To properly configure Small Business Accounting 2006 to run on a Windows Small Business Server 2003 network, follow the steps in this document.

It is not necessary to purchase an additional license for Small Business Accounting. The Small Business Accounting license agreement allows you to install Small Business Accounting on your computer running Windows SBS 2003 and on one client computer.

Before You Begin

This document assumes that:


Windows SBS 2003 is installed and configured on your server.


User and computer accounts have been created on Windows SBS 2003.


The local area network is fully functional.


Client computers are members of the Windows SBS 2003 network.


Small Business Accounting 2006 is not already installed on the server running Windows SBS 2003.
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Note 

Run a backup of your server that is running Windows SBS both before and after you perform the following steps. For instructions about how to back up your server, see "Backing Up and Restoring Windows Small Business Server 2003" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62473).
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Note 

If you have an existing Small Business Accounting database file, back up that file by using the Small Business Accounting backup utility prior to moving the file onto the server that is running Windows SBS. For instructions about how to back up the database, see "Create a Backup File Dialog Box: options and information" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62474).

This document provides specific steps for configuring Small Business Accounting for use by multiple users on a Windows SBS 2003 network. If you want information about how to plan for and complete a Windows SBS 2003 installation, see the "Getting Started Guide" for Windows SBS 2003 with Service Pack 1 at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=56003).

Skill Level

The skill level required to complete the steps in this document assumes general knowledge of how to install, configure, and update Microsoft Office applications, and a basic understanding of the concepts of user accounts, groups, and shared folders in a client/server environment.

Procedures


Step 1: Set Up a Security Group and Shared Folder for Small Business Accounting in Windows SBS. In this step, you set up a Small Business Accounting security group and add all Small Business Accounting users to that group. By setting up a single security group for Small Business Accounting, the server administrator can grant or remove access to the database by editing the membership of that security group.

Windows SBS requires that a shared folder be set up for Small Business Accounting so that the database can be accessed by multiple users. Access to the database is limited to members of the Small Business Accounting security group.


Step 2: Set Up Small Business Accounting on Windows SBS. In this step, you set up a multi-user environment for Small Business Accounting on your server.


Step 3: Move Small Business Accounting Database Files to Shared Folder. In this step you detach the Small Business Accounting database files from Microsoft SQL Server, move them to the shared folder, and then reattach them.


Step 4: Set Up Client Computers to Use Small Business Accounting. In this step, you set up client computers as members of the Small Business Accounting security group so they can access the Small Business Accounting database on the server running Windows SBS.


Step 5: Back Up the Small Business Accounting Database on Windows SBS. In this step, you either run a manual, unscheduled backup or you schedule a daily backup of your accounting database by using the Windows SBS backup utility.


Step 6: Create a New Access Rule for ADP. If you use the ADP payroll service, follow the procedure in this step to create a rule that allows all users to access the database through the Windows SBS firewall.


Step 7: Rerun the Configure E-mail and Internet Connection Wizard. If you cannot connect to ADP after you create the new access rule, rerun the Configure E-mail and Internet Connection Wizard (CEICW) to reconfigure the firewall and to allow access to your accounting database through the firewall.

Step 1: Set Up a Security Group and Shared Folder for Small Business Accounting in Windows SBS

This procedure assumes that you have already set up user and computer accounts for everyone who will be accessing Small Business Accounting on your server.
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To set up a Small Business Accounting security group in Windows SBS

	1.
Log on as an administrator to the computer running Windows SBS.

2.
Click Start, and then click Server Management.

3.
In the console tree, click Security Groups.

4.
In the details pane, click Add a Security Group. The Security Group Wizard opens.

5.
On the Security Group Information page, do the following:

a.
In the Name of the Security Group text box, type SBA Users Group.

b.
In the Description text box, type Small Business Accounting Security Group.

c.
Click Next.

6.
On the Group Membership page, do the following:

a.
In the Users and Groups column, double-click all user accounts that you want to access the Small Business Accounting database.

b.
Assure that all appropriate individual user accounts are listed in the Members of this Security Group column.

c.
Click Next.

7.
Click Finish.
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To set up a Small Business Accounting shared folder in Windows SBS

	1.
Click Start, and then click Server Management.

2.
In the console tree, click Shares (Local).

3.
In the details pane, click Add a Shared Folder. The Share a Folder Wizard opens.

4.
On the Folder Path page, do the following:

a.
Click Browse.
b.
On the Browse for Folder page, click the system drive, click Users Shared Folders, and then click Make New Folder. Small Business Accounting does not require that the database file be located in a specific folder or on a specific drive. The important thing is that the users know where they can access the shared folder.

c.
New Folder is highlighted in the upper window. Type SBA Database as the name of the new folder, and then click OK.

d.
Click Next on the Folder Path page.

5.
On the Name, Description, and Settings page, type SBA Database in the Share name text box, and then click Change.

6.
On the Offline Settings page, click Files or programs from the share will not be available offline, and then click OK.
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Caution 

If you make the shared folder available offline, multiple users may update the database offline, and then, when they sync to the database, data may be lost.

7.
Click Next.

8.
On the Permissions page, select the Use custom share and folder permissions, and then click Customize.

9.
In the Customize Permission dialog box, click Remove to delete the Everyone group, and then click Add.

10.
On the Select Users, Computers, or Groups dialog box, do the following:

a.
Click Advanced, and then click Find Now.

b.
Scroll down, and then click SBA User Group.

c.
Click OK, and then click OK again.

11.
On the Customize Permission dialog box, under Permissions for SBA User Group, select the Change checkbox in the Allow column, and then click OK.

12.
Click Finish, and then click Close.


Step 2: Set Up Small Business Accounting on the Server
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To install and set up Small Business Accounting

	1.
Log on as an administrator to the computer running Windows SBS.

2.
Install Small Business Accounting on your server, following the instructions provided with the software.

3.
If the version of Small Business Accounting 2006 that you installed does not include Service Pack 2, you must install the service pack now. You may download Service Pack 2 for Business Contact Manager Update and Small Business Accounting from the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62547).

4.
Open Small Business Accounting, and then run the Small Business Accounting Startup Wizard. When prompted for where to save the Small Business Accounting database, browse to the \User Shared Folders\SBA Database shared folder that you created in "Step 1: Set Up a Security Group and Shared Folder for Small Business Accounting in Windows SBS."
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Important 

Make sure you save your company's file in the \User Shared Folders\SBA Database shared folder that you created earlier in this document. By default, Small Business Accounting sets up a Small Business Accounting folder in My Documents, which only the administrator can access.
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Important 

It is recommended that users not log on locally to Windows SBS in order to access Small Business Accounting to perform daily tasks. After Small Business Accounting has been successfully set up on the server, all Small Business Accounting tasks should be performed from a client computer.


Next, you set up all of the Small Business Accounting users in the company database.
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To create Small Business Accounting users

	1.
In Small Business Accounting, click File, and then click Multi-user Settings.

2.
On the Small Business Accounting User Settings page, in the Enable or disable multi-user access section, click Enable, and then click Manage Users in the Add or remove users section.

3.
On the Manage Users page, click Select.

4.
On the Small Business Accounting User dialog box, click Select User.

5.
On the Select User dialog box, click Locations.

6.
In the Locations dialog box, double-click Entire Directory, click your domain name, and then click OK.

7.
In the Select User dialog box, click Advanced, and then click Find Now.

8.
Scroll down, and then click an individual user account.

9.
Click OK, and then click OK again.

10.
In the Small Business Accounting User dialog box, click Next.

11.
Select the User role in the drop-down box, and then click Finish.

12.
Repeat steps 2-10 of this procedure until all users who require access to the Small Business Accounting database have been added, and then click Close.

13.
On the Small Business Accounting User Settings page, click OK.


Step 3: Move Small Business Accounting Company Data File to Shared Folder

To move your data file, you must first detach it from the SQL server. You cannot detach a database that is open.
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To detach the company data file from Microsoft SQL server

	1.
Click Start, click All Programs, click Microsoft Small Business Accounting, and then click Data Tools.

2.
In the Small Business AccountingData Tools window, click the Advanced Tools tab.

3.
Under Detach data file, click Detach.

4.
In the Detach a Database dialog box, select the data file you want to detach, and then click Detach.

5.
Click OK to confirm, and then click Close.

6.
Click Close to exit.


Microsoft Office Small Business Accounting stores data in seven separate files. The .sbc file is a shortcut that you saved in the %systemdrive%\Users Shared Folders\SBS Database folder when you created the company in Small Business Accounting. The data files that you will move are:


The .sbd file, which is the data file. It is stored by default in the SQL Server folder (\Program Files\Microsoft SQLServer\MSSQL$MICROSOFTSMLBIZ\Data). 


The .sbl file, which is the SQL log file, generated when you create a new company, import data from an XML file, or restore a backup file to a new company. It is stored by default in the SQL Server folder (\Program Files\Microsoft SQLServer\MSSQL$MICROSOFTSMLBIZ\Data).
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To move the data file to the shared folder

	1.
Click Start, and then click My Computer.

2.
Browse to the %systemdrive%\Program Files\Microsoft SQL Server\MSSQL$MicrosoftSMLBIZ\Data folder.

3.
Select your company's .sbd and .sbl files, right-click one of the files, and then click Cut.

4.
Browse to the %systemdrive%\User Shared Folders\SBS Database shared folder, right-click, and then click Paste to move the .sbd and .sbl files to the shared folder.
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To attach the company data file

	1.
Click Start, click All Programs, click Microsoft Small Business Accounting, and then click Data Tools.

2.
In the Small Business AccountingData Tools window, click the Advanced Tools tab.

3.
Under Attach data file, click Attach.

4.
In the Attach a Database dialog box,

a.
Click Browse, navigate to the %systemdrive%\Users Shared Folders\SBA Database folder, select the .sbd company file, and then click Open.

b.
In the Database name text box, type the name of your company file, omitting the extension.

c.
Clear the Create a new company file (.sbc) that links to this database checkbox.

d.
Click Attach.

5.
Click OK to confirm, and then click Close.


Step 4: Set Up Client Computers to Use Small Business Accounting

For the following procedure to be performed successfully, the client computer must be a member of the organization's domain.

[image: image18.png]


To set up Small Business Accounting on client computers

	1.
Install Small Business Accounting on each client computer.

2.
Start Small Business Accounting on a client.

3.
Click File, and then click Open Company.

4.
Click the down arrow in the Look in: box, and then click My Network Places.

5.
Double-click to open Entire Network.

6.
Double-click to open Microsoft Windows Network.

7.
Double-click to open your domain.

8.
Double-click the name of your server.

9.
Double-click to open the User Shared Folders folder. 

10.
Double-click to open the SBA Database shared folder.

11.
Double-click to open your company's Small Business Accounting database file.
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Important 

Multiple users can work with Small Business Accounting from different computers at the same time. When more than one user accesses Small Business Accounting and works with the same data at the same time, all other authorized users are locked out of the area in use. When there is any conflict, the last user to write data in the area updates that data. This way, one user cannot change information while it is being accessed by another user.

Step 5: Back Up the Small Business Accounting Database with Windows Small Business Server

If you have configured Windows SBS to automatically perform regularly scheduled backups, you do not need to do any further configuration to include the Small Business Accounting database in the backups. Windows SBS automatically detects the new MSDE database and backs it up for you. For more information about the Windows SBS backup and restore utilities, see "Backing Up and Restoring Windows Small Business Server 2003" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62473).
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Note 

If you use backup software developed by a company other than Microsoft, refer to the documentation included with that software to configure the backup for your server. This document applies only to Windows SBS 2003 Backup.

With the Backup or Restore Wizard, you can run a manual, unscheduled backup of your server or of specific files on your server, or you can schedule a regular backup of specific files and folders. Use the following procedures to perform a manual backup or to schedule a regular backup of your Small Business Accounting database.
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Note 

The preferred method for backing up all of your data files is to schedule a backup from the Server Management console and to assure that the backup finishes successfully each time. You should use the following procedure only to perform a manual backup of the Small Business Accounting database.
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To manually backup Small Business Accounting database

	1.
Click Start, click All Programs, click Accessories, click System Tools, and then click Backup. The Backup or Restore Wizard will open.

2.
On the Welcome to the Backup or Restore Wizard page, click Next.

3.
On the Backup or Restore page, click Back up files and settings, and then click Next.

4.
On the What to Back Up page, click Let me choose what to back up, and then click Next.

5.
On the Items to Back Up page, in the Name column of the Items to back up text box, do the following:

a.
Double-click My Computer.
b.
Double-click the system drive.

c.
Scroll down, and then double-click Users Shared Folders.
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Note 

If your Small Business Accounting database is in a different folder, double-click that folder instead.

d.
Select the SBA Database check box.

e.
Click Next.

6.
On the Backup Type, Destination, and Name page, do the following:

a.
Click Browse, and then navigate to the drive or folder where you want to save your backup.

b.
In Type a name for this backup, type a name for the backup, and then click Next.
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Note 

It is recommended that you include the date of the backup in the name for tracking purposes.

7.
To schedule a daily backup, do the following:

a.
On the Completing Back Up or Restore Wizard page, click Advanced.

b.
On the Type of Backup page, select Daily from the drop-down menu, and then click Next.

c.
On the How to Backup page, select the Verify data after backup checkbox, and then click Next.

d.
On the Backup Options page, click Replace the existing backups, and then click Next.

e.
On the When to Backup page, select Later, type a name for this backup, and then click Set Schedule.

f.
On the Job Schedule page, select Daily from the Schedule Task drop-down menu, set a time to start when the file will not be in use (usually in the early morning hours), and then click OK.

g.
In the Set Account Information window, type an account name and password for a user who is either a power user or an administrator, and then click OK.

h.
On the When to Backup page, click Next.

i.
If the Set Account Information page appears again, retype the user account name and password, and then click OK.

8.
On the Completing Back Up or Restore Wizard page, click Finish.

9.
You now have scheduled a daily backup of your accounting database. When the backup begins, the Backup in Progress page opens and displays the progress of your backup.

10.
When the backup is complete, click Report to view the backup report.

11.
Click Close to close the Backup in Progress window.
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Note 

The daily backup of the accounting database is not be reported in the Server Management console, and, therefore, does not appear in the Backup Details list on the Manage Backup taskpad. It is important that you make a note of where you saved the backup so that you can easily find it if you need to restore the database.
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Note 

You may also use the backup utility in Small Business Accounting. For information about how to use the utility, see "Create a Backup File Dialog Box: options and information" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62474).

Step 6: Create a Rule for ADP

If you use the ADP payroll service, they must have access to your Small Business Accounting database. The Internet Security and Acceleration (ISA) Server firewall in Windows SBS 2003 Premium Edition may block the traffic to ADP for all users. Adding a rule for all users should enable everyone to work and should eliminate any access issues.
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Note 

Complete this procedure only if you are using Windows SBS 2003 Premium Edition.
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To create a new access rule for ADP

	1.
Open Microsoft ISA Server Management, expand the ServerName node, and then click Firewall Policy.

2.
On the task pane, in the Tasks tab, click Create New Access Rule. The New Access Rule Wizard begins.

3.
On the Welcome to the New Access Rule Wizard page, type ADP in Access rule name, and then click Next.

4.
On the Rule Action page, select Allow, and then click Next.

5.
On the Protocols page, do the following:

a.
In This rule applies to, click Selected Protocols, and then click Add.

b.
In the Add Protocols box, double-click the Web folder.

c.
Double-click HTTP to add it to the Protocols list.

d.
Double-click HTTPS to add it to the Protocols list, and then click Close.

e.
Click Next.

6.
On the Access Rule Sources page, do the following:

a.
Click Add.

b.
In Add Network Entities, double-click Network Sets.

c.
Double-click All Protected Networks to add it to the This rule applies to traffic from these sources text box, and then click Close.

d.
Click Next.

7.
On the Access Rule Destinations page, do the following:

a.
Click Add.

b.
In the Add Network Entities box, click New, and then click Domain Name Set.

c.
On the New Domain Name Set Policy Element page, type ADP in the Name text box, and then click New.

d.
A new domain icon appears with the default name New Domain. Type *.adp.com to replace the default name, press Enter, and then click OK.

e.
Expand the Domain Name Sets folder, double-click ADP to add it to the This rule applies to traffic sent to these destinations text box, and then click Close.

f.
Click Next.

8.
On the User Sets pages, click Next without changing the setting for All Users.

9.
On the Completing the New Access Rule Wizard page, review the setting for the new rule you are creating, and then click Finish.

10.
In the ISA Server details pane, click Apply to apply the changes you have made.

11.
Click OK to close the Apply New Configuration dialog box.


Step 7: Rerun the Configure E-mail and Internet Connection Wizard

If you have problems connecting to ADP after you create the new access rule, rerun the Configure E-mail and Internet Connection Wizard (CEICW) to reconfigure the firewall and to allow access to your accounting database through the firewall.
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Note 

Complete this step only if you are using a third-party accounting service and you need to open ports to allow them to access your accounting database
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To rerun the CEICW

	1.
Click Start, and then click Server Management. In the console tree, click Internet and E-mail. In the details pane, click Connect to the Internet.
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Important 

To avoid errors when rerunning the CEICW, you must follow the instructions as described below.

2.
On the Welcome to the E-mail and Internet Connection Wizard page, click Next.

3.
On the Connection Type page, click Do not change connection type, and then click Next.

4.
 On the Firewall page, click Do not change current firewall configuration.

5.
On the Web Server Certificate page, select Do not change current Web server certificate.

6.
On the Internet E-mail page, select Do not change Internet e-mail configuration.

7.
On the Completing the E-mail and Internet Connection Wizard page, click Finish.
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Note 

If you are using a firewall device, refer to the user manual for instructions about how to open ports on the device.

Related Links


For more information about backing up Windows SBS, see "Backing Up and Restoring Windows Small Business Server 2003" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62473).


For more information about how to run the backup utility in Small Business Accounting see "Create a Backup File Dialog Box: options and information" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62474).


For more information about Small Business Accounting 2006, see "Small Business Accounting 2006" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62475).


For more information about Windows SBS, see "Windows Small Business Server 2003" at the Microsoft Web site (http://go.microsoft.com/fwlink/?LinkId=62476).
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