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1. INTRODUCTION 

 

This WPD relates to the SOP ECTU_SOP_IT_13 Database Archiving v2.0 and 

gives instructions on how to archive a study or non-study related database.  

2.  INSTRUCTIONS 

 

2.1 Review the user access to the database.  Add all individual users that do 

not require access to the “denydatareader” group. Note the accounts should be 

left in the database. The IT accounts should be left as DBO. 

2.2 Send a request to information services requesting that the database be 

made read only. Requests can be made through email: IS.Helpline@ed.ac.uk 

or through UniDesk self-service: https://ed.unidesk.ac.uk/. 

Example Request: 

Dear IS 

Please set the following database as read only.  

Server: myServerName (e.g. igmm-store.igmm.ed.ac.uk) 

Database: myDatabaseName  

Reason: The project has completed and there is no longer any requirement for 

data entry. 

Best wishes 

ECTU Trial Programmer [Programmer Name] 
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