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Re:discovery system backups 

These instructions are for creating a backup of the Re:discovery system and/or data.  Follow these instructions to ensure that the program and data is properly backed up and restorable. As a rule of thumb, we suggest users backup their entire Re:discovery system periodically, and client folder(s) on a daily basis if you are actively adding and/or modifying your data. 

The process requires some knowledge of Windows Explorer.  If you are not familiar with Windows Explorer, ask your computer specialist for help.  Please contact Re:discovery Software if you need assistance or have questions while backing up the program.

1. Network environment

If you are operating in a network environment, make certain your network administrator includes your Re:discovery data in any scheduled incremental or full system backups.  They will need to backup the entire vrediscov folder to include both the program files and the client data.  If you have images stored outside the Re:discovery program, they will also need to backup the folder where those images are stored. 

2.  Stand-alone environment 

If you are operating on a stand-alone machine or if your institution does not have a scheduled backup system in place, use the Data Backup function from within the Re:discovery program to create a zipped backup file.  You can backup the entire vrediscov folder (to create a zipped file of the entire Re:discovery program) or each of your client folders (to create a zipped file of the individual data directory).  

· To create a zipped copy of the \VREDISCOV\ folder: 

· From the Re:discovery Main Menu, click the Utilities button, and choose Data Backup Control.  Choose the "#9 Full Directory Backup" and click the Start Backup button.  

· The "Select Data Directory" window will already have the VREDISCOV folder highlighted, so just click Select.  

· In the "Select Backup File Directory" you can choose the default folder selection of Backup.  (It will start an analysis; we recommend that you let it run.)

· Use Windows Explorer (or your CD writing software) to move the VREDISCOV.ZIP file from the \VREDISCOV\BACKUP\ folder to another network drive, CD or zip drive. 

· To create a zipped copy of the \VREDISCOV\client folder: 

· From the Re:discovery Main Menu, click the Utilities button, and choose Data Backup Control.  Choose the "#9 Full Directory Backup" and click the Start Backup button.  

· The "Select Data Directory" window will already have the VREDISCOV folder highlighted.  Select the appropriate client subfolder and then click Select.  Note: Your data folder will not be named “client” but will have some other designation that should be recognizable.  If you have any questions about which folder(s) contain your data, please contact Re:discovery Software.  

· In the "Select Backup File Directory" you can choose the default folder selection of Backup.  (It will start an analysis; we recommend that you let it run.)

· Use Windows Explorer (or your CD writing software) to move the zip file from the \VREDISCOV\BACKUP\ folder to another network drive, CD or zip drive. 

* NOTE for images stored outside Re:discovery: If images are stored outside the program, you will need to backup the folder where they are stored as well.  Depending on the size of the folder, you can either copy it to a zip disk or cd, or you may have to create a zipped file and then copy that to a zip disk or cd.

3.  Backup notes 

Some other notes to think about when developing a backup plan:

· Do not store the zipped backup file(s) on your computer.  Copy them to a zip disk or write them to a cd and store them separately from your machine, preferably in a fire safe if possible.

· If possible, when storing backups on media like a zip disk or compact disk (cd), try to have several that you can swap out.  This allows you to have more than one backup available, spanning a longer time period, in case a problem with your system or data is not discovered immediately.

· Periodically, you should check that files are being backed up correctly.  This means that backups are being performed on a regular basis AND that those backups are restorable.  
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