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INTRODUCTION

Computer hardware does fail. Power fluctuations can corrupt data. Computers are stolen. It
is vital that regular backups of needed data is made and safely stored.

INFORMS’ DATA

It is important to understand where your Informs’ data is located on your system. Its location
will vary depending on Informs’ configuration (eg. single computer or network).

The data you choose to backup could include:
Documents (letters to clients etc)
Templates (letter, fax, precedents etc)
Data (matter data, address book entries and variable fields)
Setup information (formatting information for templates eg. headers, footers, fonts etc).

Follow these instructions to identify where your Informs’ data is located.
In Word, click on Informs. Select Utilities then Matter Manager.

This will start up the Informs Matter Manager. From the Matter Manager Tools menu select
Options. Under the File Locations tab, note the settings for:

Documents: the location where created documents are saved using Informs save eg.
letters to clients.

Templates: the location of internal template documents used in Precedents dialog.
Data: where data is stored eg. Address Book, Matters and Variables.

Setup: where the documents which determine how your documents will appear and what
formatting they will use are stored (eg. letterhead).

u  Informs - Options

General | Save | Pint  File Locations l

Documents: |c:\infnrms\dncuments'\l J
Templates: |c:\infnrms\template&\ J
Drata: |c:kinf0rms'~.data'\ J
|45 etup |c:\infnrms\5etup\ J

] | Cancel
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NB: If the I!\Setup field is blank then the location of your setup information is the default of
‘\Setup’.

BACKING UP THE DATA

There are many ways of backing up your data:

If you carry out a regular backup, you can simply amend it to include the folders identified
above.

You can use Windows Explorer to copy these folders to a CD or Zip disk.

You can use a backup program.

In the following instructions we show you how to use the Windows XP Backup Utility to
backup the folders identified above.
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WINDOWS XP BACKUP UTILITY EXAMPLE

Click on the button. Go to Programs, Accessories, System Tools and click
Backup.

3 | I Accessibilicy 3 s -‘ I -

fﬁ Accessaries

é Internet Irﬂ Games L4 l@ Communications L -“ l y
Internet Explarer : 2 i
f@ Microsoft Office 4 =|!_'g Enkertainment r
Ty || E-mail i . e ) :
ﬂ Microsoft Offics Cut] .@ PowerQuest Drive Image 2002 3 Syskenn Tools Activate Wwindows
=) startup v ) Address Book &; Backup
@ Microsoft OFfice Warl g Internet Explarer g Calculator & Character Map
WY MSN Explorer B Command Prompt j, Disk Cleanup
ﬁt Spider Solitaire L";] Outlook Express —ﬁ Motepad W+ Disk Defragmenter
@ i Remote Assistance Y Paint # Files and Settings Transfer Wizard
Wwindows Media Plays
@ Windows Media Player @) Program Compatibilicy Wizard ,lj Scheduled Tasks
Drive Image 2002 3 Windows Messenger £ Synchronize S’ System Information
| Adobe Acrobat 4.0 wI &S Tour windows XP B Syskem Restore
Set Program Access @ = 3| §E i
SoFe @) Informs 3 WWindows Explarer
) Iomega 4 Pm windows Movie Maker
\3 MSN Exploret @ Microsoft Office Tools vl (A4 wordpad
E Microsoft FrontPage
all Programs L WigwletBuilderd

This will open the Microsoft Backup program. At the Microsoft Backup Welcome dialog, click
[Next>] or press <Enter>.

Backup or Restore Wizard g|

Welcome to the Backup or
Restore Wizard

Thiz wizard helps you back up ar restore the files and
zettings an wour computer.

If you prefer, pou can switch to Advanced Mode to change the
zettings wsed for backup or restore. Thiz option is recommended
for advanced uzers only,

Always start in wizard mode

To continue, click Mext.

Mewst » ] [ Cancel

Informs Backup Guide Page 3



The Backup and Restore dialog:

Backup or Restore Wizard

Backup or Restore
“'ou can back up files and zettings, or restore them from a previous backup.

B |

what do you want to da?

(=) Back up files and settings

) Restore files and settings

’ ¢ Back H Mewut » ][ Cancel

Accept the default and click [Next>] or press <Enter>.

The What to Backup dialog:

Backup or Restore Wizard g|
What to Back Up
“ou can specify the items wou want to back up.
S

what do you want to back up?
() My documents and settings

Inchudes the My Documents folder, pluz youwr Favorites, desklop, and cookies.
() Evervone's documents and settings

Includes every user's My Documents folder, pluz their Favorites, desktop, and
cookies.

(1 &ll information on this computer

Includes all data on this computer, and creates a system recovery disk that
can be uzed to restore Windows in the caze of a major failure,

{#) Let me choose what ko back up

l < Back ” Mext » ]l Cancel ]

Select Let me choose what to backup and click [Next>] or press <Enter>.
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The Items to Back Up dialog:

Backup or Restore Wizard

Items to Back Up
You can back up any combination of drives, folders, or files,
e

; &3 Double-click an item on the left to see its contents on the right. Then select the check
% i bow next bo any drive, folder, or file that you want to back up.

Iterns to back up:
= D@ Deskiop M arve Comment
=[] % My Computer 1 E] M My Computer
G- Cd%e 3% Flopoy (57 | 1] {53 My Documents
(=[] s Local Disk [C: .
! by Metwark Pl
H-[JI5) Documen 8 ot s
~[I=) Downlaac
H-MI) infarms
~[O5) Lucinda
H-[JIC5) Progiam F %
| »

>

|

I_ < Back ][_ Mext » l[ Cancel ]

Select the required folders as noted previously with a tick and click [Next>] or press

<Enter>.

The Backup Type, Destination, and Name dialog:

Eﬂ&kunnrﬂsmmwarﬂ

Backup Type. Destination. and Mame
“'our files and sethings are stored in the destination you zpecify.
2 =

Choosze a place to gave your backup:

|><:'\InfnrmsBackup'x V| [ Browse...

Type a name for this backup:

| Informs 020704 |

[ < Back ][ Mext > ][ Cancel ]

Select a destination to save your backup (where X: is your CD or Zip drive) and a name for

the backup and click [Next>] or press <Enter>.
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The Completing the Backup or Restore Wizard dialog:

Backup or Restore Wizard g|

Completing the Backup or
Restore Wizard

'ou have created the following backup settings:
Marme: o AInforms Backuphnforms 020704, bkF
Description:  Set created 24072004 at 11:20 Ak
Contents: Selected files and folders

Lacation: File:

To cloze this wizard and start the backup, click Finigh,

To zpecify additional backup options,
click Advanced.

< Back H Finizh ][ Cancel ]

Click [Finish].

The Backup is complete.

Backup Progress

The backup iz complete.,
To zee detalled information, click Report.
Cirivee [
Label: Inforrms 020704, bkf created 2/07/2004 at 11:31
Statuz: Completed
Elapzed: E stimated remaining:
Tirne: . 5 sec.
Processed: E stimated:
File=: 45 45
Bytes: 1.419,640 1.419,640

For more information using Windows XP Backup Utility visit
http://www.microsoft.com/security/articles/backup.asp.
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