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Backing up your Certified Payroll Solution Data

Is your Certified Payroll Solution Data safe in the event of an emergency?

Disasters come in various forms, from terrible hurricanes to a computer crash due to a virus or
hard drive failure. Below are some important questions to ask yourself and your staff:
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Is BOTH your QuickBooks_and Certified Payroll Solution data backed up and safe in the
event of an emergency?

How much would it cost, in time and money, to get back up and running if your
computer crashed today?

When was the last time that you or someone else made a backup of your QuickBooks
and your CPS data - as well as any other important documents that reside on your
computer?

Are those backup’s stored somewhere safe, yet easily retrievable?

These are tough questions to ask, and I bet that many of you will find that you are not prepared!

Some common misconceptions about your Certified Payroll Solution Data

During the normal course of our daily support calls, below are the most common
misconceptions that people have about their Certified Payroll Solution data:

1.
2.
3.

4.

I don’t need to back it up

It’s backed up with my QuickBooks data

It's no big deal - my hard drive is backed up to the server or a tape drive on a weekly
basis

Backing up takes to long and is such a pain

Let me dispel these misconceptions!

1.
2.

o

You DO need to back up your data

Certified Payroll Solution is a separate program from QuickBooks; therefore, it is NOT
backed up with you QuickBooks data - that is why CPS has its OWN Backup & Restore
menu.

Backups to a server or a tape drive are not always reliable. Servers are also susceptible
to viruses and tape backups, like anything else, are not always reliable, additionally it is
often difficult to just restore 1 thing from a tape backup.

NOT backing up your CPS data really is a big deal, because without a backup you will
have to set the program up all over again.

Backing up your CPS data is quick and simple, take 5 minutes or less up front and set an
automatic backup schedule and the program does the rest.

Do you really want to run the risk of having to reenter and entire week’s worth of data?
Backing up your data is your responsibility.
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The following instructions are included in your CPS Manual and In-Program Help.

Our backup routine creates a single "zip" file, which reduces the storage space/size required,
and is easier to copy to a CD or other media. This routine can be set so that you can
automatically backup your CPS data every time you exit the program. Also, if need be, you can
selectively restore specific files from the backup.

Please be aware of the notes below:

1. Itis HIGHLY recommended that you create a folder on your "C" (local drive) or a
network drive to save your backups to and not a removable drive. After you have made
the backup, you can then copy it to a CD or other external media.

2. If you have CPS for multiple companies, you will need to have a separate backup folder
for each company.

From the Main CPS Menu, choose Backup and Restore, Enhanced Backup CPS Data.

e If you created a folder on your computer or a
Your Company Name FL

network to hold your backups, use the Browse for
[ Backup Folder button to locate it.

Your backup will be saved in this folder:

Browse for Backup Folder

You have the option to backup your data
automatically each time you exit CPS.

W iake a backup every time | exit CPS on this PC:

If s, then how many backups do | keep for "oday' 5
And how many backups do | keep prior to "today™ 5

Each backup usually less than TMB, except for very large companies. You may ChOOSE hOW many backups tO keep each
day as well as how many previous backups you
wish to keep.

Each backup is roughly 200 KB. A minimum of 5
| ek | _ e | backups is recommended. Keep more if you can.

Using the Browse for Backup Folder button

Clicking on the Browse for Backup folder button will display the following screen:

Browso ECIRELLy 2lx)| If you have not already created a folder in which
Chaosz Falder to hold your CPS Data, you can do so from within
this window. It is HIGHLY recommended that
[ =~ SR = i i
o © BlPiiter E you create the folder in a place that is easy for you
= Cps
e nerts and Setigs to remember - such as My Documents.
ked Downloaded Programs
g :E:::Iﬁmages To aCCOInpliSh thiS:
o 1.Click on the + sign next to Documents and
g e Settings.
abie (=)
2 MSQCachs 2.Click the + sign next to your name.
Slhe = 3.Click on My Documents (it will highlight and
Folder: I Local Disk {22} eXpand)
ke tiew Folder | x| conce | 4.Click on the Make New Folder button

7 |
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Biowse For Foldar 2[4l While the New Folder box is active (see left screenshot), click

Choase Folder into the box where it says New Folder and type "CPS
Backups".
B e Local Disk [C) =l

I2) BJPrinter

& Cps _ Click on the Ok button to create and save your backup folder

= 1) Documents and Settings . . . .
£ Administrator - as well as save its location in the backup window, as shown
I Al Jsers
o 0 Ben below.

) Application Drata
= [Z) Ben's Documents
= Ben's Music #: CPS Data Backup in Zip format
j Ben's Pictures

Your Company Name FL

|2 Cookies
L2 Desktap ‘r'our backup will be saved in this falder:
5.0 Favarites
|0 Local Settings
.5 My Recent Documents
) MetHood |
|0 PrintHood :
) SendTo
|0 Start Menu
3 Templates v Make a backup every time | exit CPS on this PC.
I Default User

|0 LocalService If 2, then h back dol ki far "today"
et = 20, then how many backups do | keep for "taday |5
And bow many backups do | keep prior o "today” |5

IE:'\Documenls and SethingshBen'by Documentz\CPS Backups

Brovwze for Backup Faolder I

Falder: I Mew Folder

IMake Mew Folder | OF I Cancel |

Each backup uzually less than 1MB, except for wery large companies.

Z Folder to backup: C:ACpehFLAD ata

Backup | E xit |

=0l Clicking on the Backup button produces the

Your Company Mame FL . . . .
following results - first, the Progress bars will fill

in and, then, the Backup Completed Successfully

window opens.

*r'our backup will be saved in this folder.

|C:\Documants and Settings\Ben'My Documents\CPS Backups

Erawse fon Backup Ealder |

V| Hakel CPS Data Backup in Zip format B

Backup Completed Successfully.
If zc 5

Click ‘ez ta view the contents of the Backup Falder. |
A Clck Mo to esit CPS. [5

| ampanies.

Mo Mame | siee| Type | Date Modified |

2 Cps Data 2006-03-23 10.104M Zip 37FIKE WindipFile  9/23/2006 10:10 &M

If you wish to verify that the backup was indeed
created, click the Yes button.

Progress fi

Each backup file name contains the date and time
it was created so you can easily see when the date
of your last backup was made.

Voila! A painless and easily applied preventative method to keep your business running
smoothly.
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