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File Maintenance Procedures for GPA
1) Login to Great Plains

2) Select first module [General Ledger]

3) Select Utilities

4) Select Rebuild Files

5) Highlight 1st file and press Enter

6) If you are prompted for a backup, click “Yes”

7) A message will pop up asking if you are sure? Click “Yes”

8) When prompted to use disks? Click “No”

9) When prompted for printer? Choose “Report to Printer”

Note: At the bottom of screen, you will see it run through the number of records twice.  

10) When it finishes with first file, highlight the next file and repeat steps 5 – 9.

11) When finished with all files in the series, return to step two and select the next module [Accounts Payable]

12) Repeat steps 3-10.

Please call or email us if you have any questions regarding these procedures.

Thank You!
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