L¥ ARKWORKS

Step 1: Prepare the backup file form the ArkWorks program, either from the tools menu (options) (Fig

A) or closing the program and selecting “YES” to the prompt to backup (Fig B).

Fig A

H irk\N;anG'VVersiVnn 4 121 20

/e

File Edit Document Taools Help

o Sean

g Inbol

Check For Updates

Diawer Index | Searc

Custamize ...
Options ... <

& Biyan (111-11-1111)

<
Security

Adrinistration

[Showe Al

Bryan (11111111
Millage, 3309 (548

Turn Security OFf

Change Passward

Manage Cabinets

Manage Expired Documents
View Deleted Document Audits

Import Existing Directory
Import External Drawers
TaxWorks Prior Year Import

Server Configuration

o

Recycle Bin
[ Permanent

[C7 2008

[ 2006

3 2007

[C7 2008

+ 7 X

NoDocuments Existin this

Folder

Document

Folder

Tupe c

A TPS Instuctions

test retun lacerte

2005
2008

polf g
pi i

Arkworks

44 Tools - Options

Settings |

Arkworks Settings

Log Document Audits

Ak orks Database Administration

Backup Ak orks <

Automatically prompt for backup when the program shuts down.

[[] Hide the 1D fram Appeating on Resultiindex Display.

Arkiwiorks Account Mumber

Save

Apply

Click the “Backup ArkWorks” Button.

Back-up Procedure KB Document!

Select “Options” from the tools menu.



Fig B
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*The file that is created from one of these processes is an ArkWorks_Database backup file.

*This file takes a “Snap Shot” of the structure within ArkWorks. It
does not backup the actual document files.

ridiorks db 20050114}
: 1748.BAK '

*This file will go to your “Documents” folder located by default @: C:\ArkWorksServer\Documents



Step 2: Once the backup file is prepared from the program you will now need to manually make a copy

of the actual document directory (ArkWorksServer Folder) and copy it to a removable storage device

(Daily).
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*This directory will contain not only the “Backup File” but also the actual “Document Files (.ark)”.
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*To insure that you have a complete backup “Daily” you must have a copy of not only the”Backup

File” but also the ‘Document Files (.ark)” on a location off the actual server machine.

If these steps are not followed step by step on a “Daily” basis if a situation would arise where you had to

reinstall your system then it would result in possible data loss.



