 TC "Managing and backing up your CAREWare database" \f C \l "1" Managing your CAREWare Data
Your agency should implement a clear database backup plan for CAREWare (and any other important applications).  For those running CAREWare on a network system (LAN or WAN), it is likely that your system is backed up regularly, perhaps each evening.   Users should perform regular backups of data with a frequency based on how much data you enter each day.

CAREWare provides a backup utility that is accessed as follows:

· Log in under Central Administration

· Select ‘Administrative Options’ and then ‘Backup.’

· Click ‘View Data Backup Options’.   You’ll see a screen like the following:
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· CAREWare will create a backup file and  append the date of the backup to the name of the file.  In the above screen, the backup was run on 12/2/05 and the file is named ‘cw_bu_12_2_05.cwb’. 


· ( Here we set the backup to run every 3 days; you can of course change this setting to meet your needs.  It is important to note that these backup files will accumulate on your computer and begin to take up a lot of memory, especially if you backup on a daily basis.  Therefore, we recommend that you develop a policy to go in and delete backups that are older than, say, a week, depending on your computer’s hard-drive capacity.


· The backup file will be written to the default SQL Server database location, as noted in the next message that appears after a successful backup on a single PC: ‘C:\Program Files\Microsoft SQL Server\MSSQL$CAREWare\Data.’   
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 TC "Restoring backed-up data" \f C \l "2" Date Restore:

If for some reason you need to re-load a backed up CAREWare database, you will need to do this through the Restore command.   

· Click ‘View Data Restore Options’ on the Data Backup menu


You’ll see a screen like this; you’ll need to supply the SQL Server SA Password.
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· Press Continue, and you’ll see the following (although the file dates will obviously differ).  In this screen there are 3 backup files.  Most likely you would select the most recent.  


· Select the appropriate backup database and then click ‘Restore Database.’


· Note:  If your SQL Server is on a different computer from your Business Tier then there won’t be a list of files to pick from; you will need to type in the name of the file.
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Additional Backup Recommendations-Disaster Recovery Plans

As noted above, the database backup utility will write all files to your SQL Server default drive. 

We strongly recommend that you go a step further and regularly back up that entire folder on an external hard-drive or CD (or memory stick, for the time being).  Then, if your computer goes down or crashes altogether, you’ll have all your data backed up on another device or machine.  We can always reload the latest version of the soft
