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Backing Up and Restoring Company Data

Making security copies of your data is essential. The database is stored on your hard disk, and the hard disk is subject to hardware failure, physical damage from natural events, and theft. The information you store in your database is worth thousands of times as much as the physical hardware. Your business may fail if you lose this data. Therefore, you are obliged to make regular copies of your company information.

	Important Note  You must put backups on removable media such as CDs or tape drives. A backup on the same physical computer as the data is inadequate. You should also keep some of these copies in a separate geographical location to ensure their safety.


There are single user, multi-user, and client/server versions. We provide a backup tool for smaller companies to use. If your data is large, you should look at third party alternatives for reliable backups. For example, if you backup onto a tape drive, the tape drive manufacturer usually provides you with the appropriate software to make your backups. The software usually contains some form of scheduling, so that the system can perform the backups at night or after normal working hours.

	Tip  Even if you use third party software to backup onto removable media, you may still want to make an initial backup onto the hard disk with the system's backup function, and then backup the backup file. The reason is that the backup function compresses the data into a single ZIP file. This file is far smaller than the uncompressed data.


You should spend some time ensuring that your backup routines are in place, that they are in fact carried out, and that the data you are backing up can be restored should the need arise. You should check the latter point regularly.

We recommend the following backup regime:

· Daily backups made onto separate backup devices, one for each day of the week. In other words, do not overwrite yesterday’s backup with today’s backup. Using the daily strategy, you can go back 5 working days if you need to.

· Additional backups made at the end of every week, again on separate devices. This lets you go back a few weeks if you need to.

· An additional backup made at the end of each month, which you keep for at least a financial year.

· An additional backup made at the end of the financial year, which you keep forever.

	To access these functions

· Choose the File...Backup menu option to backup data.

· Choose the File...Restore menu option to restore data.

· You can also use the System Navigator or the Pastel Explorer to navigate to these functions.


	Important Note  You need to ensure that there are no users logged onto a company while you are backing it up. Some backup software simply skips files that are in use. Other software may backup successfully, but if users are working on the company, the data you back up may not balance or may even be corrupt.


To backup your data

1. Choose the File...Backup menu option.

2. In the Verify Method frame, choose whether to verify the data you backup:

	Method
	What it Does

	No Checking
	This option backs up without verifying the integrity of the data.

	Ensure Files Readable
	This option verifies that your data is readable prior to performing the backup. Note that this option does no internal checking of the integrity of your data. To check data integrity, use the Data Integrity function. If you choose this option, the system opens a table to display the results of the verification.


3. You can attach graphics to various master file records. If you do so, the system stores the graphics in a sub-folder beneath the data folder. This folder can be very large relative to the size of the rest of the data. You have the option to include or exclude the graphics folder in your backup. Check the check box to include the graphics, and uncheck the check box to exclude the graphics.

4. In the Where to Backup frame, choose the destination of the backup. You can choose the diskette drive. If you do so, note the following:

5. The system will backup across multiple diskettes

6. You can format diskettes prior to performing the backup by using the File...Format Diskette menu option

5. Click the Process button to start the backup. Once the backup completes, the system verifies that the backup is readable by reading the backup file from start to finish. Click OK to start the test operation.

6. Once the test completes, the system displays the backup log. You can print the log by clicking the Print Log button. It is useful to ask the backup operator to print the log as a control mechanism.

Restoring Data

Sometimes, it may become necessary to restore data from your backup files. When you do so, the system will overwrite your existing data. 

	Important Notes
· This is a potentially dangerous step. We strongly recommend that you only undertake this step in conjunction with Pastel support.

· Prior to restoring over existing data, you should copy or backup the actual data files, even if you believe they are irretrievably corrupt. 


The following procedure works with backup files you create with the system's own backup function. If you restore data that you backed up in other software, see the next procedure.

To restore your data when you backup in Pastel

1. Open the company you wish to restore. If you cannot open the company because its data is corrupt:

2. Rename the original data folder

3. Create a new company using the exact name as the original company

2. Choose the File...Restore menu option.

3. Choose the drive/folder in which the backup file resides, and click the Process button.

4. The system validates that the drive/folder contains a backup of the same company you opened. If it is the same, the system restores the data from the backup folder.

To restore data when you backup with third party software

1. Ensure that no one is working in the company.

2. We suggest that, once you backup the company, you delete all the files in the company folder prior to restoring them. The system keeps batches in separate files that may not exist in the backup data. These files could remain when you restore, which can cause problems.

3. Restore the files from backup into the folder using the third party product.

4. Close the third party product and open the company in Pastel.

	Important Note  Once you restore your data, use the Data Integrity function to ensure that your data is in a good state.


Contact us

If you have any further queries on this topic, contact our support department on:

T: 0860 PASTEL / (011) 290 2880

E: support@pastel.com 







