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Miscellaneous Recommended Backup Procedures





Backup data DAILY- found at the BACKUP menu, do at least an internal backup (Option #7). Better still is a diskette and internal backup (Option #1). This is accounting data ONLY.


	Some users use two sets of disks, one for even-numbered days, one for odd-numbered days. At the end of the week, they keep either the even or the odd and replace it with another set. These are kept for up to a month, allowing the user to restore the system back to an end-of-week status, handy if a user uses cyclic billing or cyclic minimums.


	Another method is to have a set of backup diskettes for every day of the week, and if you decide to do this, you should, WITHOUT FAIL, backup daily. Use the Monday disk set for Monday, Tuesday for Tuesday, etc.


	There are many other methods, but whatever method you chose, you should (1), backup your data daily, (2) label the diskettes with the date and time the backup was made and (3), store the backups in a fireproof safe or even off-site.


Perform a month-end backup after monthly processing has been completed. Label these diskettes accordingly and keep them at least until the year has been closed.


Perform a programs backup (backing up Club Data’s programs) prior to installing a Club Data update. This ensures that if the update process encounters a problem, you’ll be able to restore your system to the same software you had prior to the update. Sometimes data files are modified during the update process and this protection assures that you always have a set of programs which match the data on your system.


Perform a year-end backup - follow the specifics outlined in your Run Book for each application. Because different portions of the system may be closed at different days during a calendar year, and depending on what your fiscal year’s settings are, just follow the Run Book’s guidelines.


Perform a full-system backup periodically. Suggested: twice a year at a minimum. Some users use tape drives for this procedure, which is usually more economical and more convenient. A full-system backup includes ALL programs and data, whether Club Data or otherwise. This assures that if something disastrous happened to your computer, the full-system backup is the first line of defense to ensure that all your programs and data can be restored to normal operation. Remember however, that such restoration is only as current as the date the full-system backup was performed! Note: some users perform a full-system backup as their daily backup – extra smart! (If you do this too, make sure you perform an internal backup first – it adds extra convenience and security to your backup procedures.)


