Backing up and restoring

This describes how to manage and perform your Profile backups.

Why do backups?

Backing up your data is one of the most important responsibilities that needs to be addressed within your organisation. Backing up your data at frequent intervals is important to ensure you have a current copy available in the event of database corruption, equipment failure or other catastrophe. Your data is the single most valuable and important part of your organisation, and the loss of data can be both medically and financially catastrophic. Therefore a consistent backup procedure is vital.

How are backups done?

There are two ways of performing backups:

· Internally - this makes a copy of data on to the hard disk of a PC. This is useful when a database becomes corrupt 

· Externally - this makes a copy of data on to tape or disk that can be stored offsite. This is useful for when equipment fails, or if there is some kind of natural disaster such as a fire. External backups are commonly used to copy all organisation data, i.e. not just Profile data

Who is responsible for backups?

Your organisation must take responsibility for its own data security:

· it is your organisation's responsibility to perform regular backups of data and to store these safely offsite. It is also your organisation's responsibility to provide contingency plans for the event of a massive failure of any sort (e.g. fire, flood, and theft)

· your organisation must contact the external supplier of backup hardware if it is not working. Intrahealth Systems Ltd takes no responsibility for the ongoing functions of backup hardware, whether supplied by Intrahealth Systems Limited or from a different supplier

· Intrahealth Systems Limited takes no responsibility for the direct or indirect consequences of inadequate backups

What needs to be checked about backups?

· is there a backup procedure in place?

· is there an onsite technical adviser available to administer the procedure?

· are all staff aware of the importance of backing up?

· are backups able to completed in the event of staff changes or absences?

· are external backup tapes / disks stored offsite?

· are backups able to be successfully restored?

Backup and restore Profile data

This describes how to use the Profile Backup function to make an internal backup of your Profile data only, and how to restore this data using the Profile Restore function.

To backup Profile data

	Step
	Action

	1
	Log out of the Profile Server.

	2
	Restart the Profile Server.

	3
	Go to File / Profile Server / Backup to Server Hard Disk on the menu bar. The Profile Data Backup window appears.

	 4
	Choose one of the following

· click Backup Then Restore to copy and optimise your database i.e. delete redundant information and improve performance

· click Backup to just copy your database

	 5
	Tab to the Backup Directory field. Enter the default directory, or click [image: image1.png]


 to select another directory.

	6
	Click OK. The Profile Backup will now begin.


To restore Profile data

	Step
	Action

	1
	Log on to Profile as the Administrator.

	2
	Go to File / Profile Server / Restore from Server Hard Disk on the menu bar. The Start Restore window appears.

	3
	The cursor will be in the Restore from file field. Enter the default file, or click [image: image2.png]


 to select another file.

Note: To perform a restore, you will need the four compressed backed up files with the file extensions .GBK, .GB0, .GB1 and .GB2. Select the file with the .GBK extension in the Restore from file field.

	4
	If you want to overwrite the existing database, ensure there is a tick in the Overwrite existing data box.

	5
	Click OK. The Authorisation for Restore window appears.

	6
	The cursor will be in the Password field. Enter the Administrator's password.

	7
	Click OK. The database will begin restoring from the internal backup.


· Note: If the Profile data has been backed up using a different application to Profile's built in program, you need to restore the database to its original file before you can restore it using this procedure. This needs to be performed by your onsite technical advisor.

· Note: To set these processes as systems tasks, see Schedule system tasks for more information.

· Warning: Backing up and restoring is to be only carried out by the Administrator or your onsite Technical Advisor.

· Warning: Ensure all Profile users have logged off and that the Profile Server computer is kept on throughout the entire procedure. Virus checking software should also be disabled.

