                                BACKUP PROCEDURE

WHAT & WHY:

Backup is the process of copying the data and programs on your system's main

storage disk (hard disk or "drive") to a tape.  The reason you do this is to

be able to recover your data should your computer system die, or the data get

corrupted for any reason.

To assure the highest level of backup multiple tapes are used.  You have a set

of tapes labeled Monday through Friday.  At the end of each day us the

appropriate tape.

On the last day of the month take that tape out of rotation (after backup) and

store it.  Label a new tape with the same day.  Keep this tape one year and

then you may re-use it in rotation.

HOW:

Your system is backed up using a DAT (Digital Audio Tape) tape drive which is

mounted inside the "backup/dial-in" station located in the computer room.

This station contains three devices with removable storage media; the top

device is a 5 1/4" Diskette drive, and the bottom device is a 3 1/2" 

diskette drive.  You will normally not be using eithe rof these.

The DAT drive is the middle device and has two indicator lights and one 

button on it.  Tapes are inserted into the drive with the day of the week

label facing towards you (right side up).  You only need to push the tape 

in very lightly as the unit will grab the tape and pull it in.  As the unit

pulls the tape in it opens the door on the tape cartridge.  To eject the tape

press the button on the from of the tape drive.

Note: When you insert the tape the tape unit requires a few moments to get 

setup.  Do not start the tape software before the tape settles and the lights

stop flashing.

DAILY PROCEDURE:

1. Verify that all users are out of the system as files that users have open

   will not be backed up.  To verify that all users are out of the system

   you may use the file server monitor "connections" option.  The users

   OFFICE, INVOICE and SYSTEM are the "Netport" print servers and can remain

   logged in.

   Users that are not using the main system can be logged in, BUT any files 

   they are working on during the backup will not be backed up.

2. Verify that there is paper in the system printer, either narrow or wide

   will do.  As the backup runs it will produce a log which should be 

   reviewed after the backup has run to verify correct operation.

3. Find the appropriate tape for the day of the week.  Take the tape out of the

   plastic container and record the date on the log record in the container.

   Before placing the tape in the unit, make a tick mark on the label on the

   tape cartridge.  When the label is full take the tape out of rotation and

   purchase a new tape.

4. Insert the appropriate tape into the tape unit and allow 30 seconds for

   the tape to settle.

5. Login as BACKUP, this will start the backup proceedure.  Watch the screen

   to verify that the procedure correctly starts.

6. When the backup procedure is completed the system will run any night time

   processes defined in the night time process file and then the station will

   log itself off of the network.  Then, press the button on the tape unit to

   eject the tape.

   Re-insert the tape into the plastic container with the day of the week

   label facing outward.

7. Examine the backup report printed on the system printer.  Verify that

   none of the files that were not backed up start with the letters FV.  If

   any of them do, you do not have a complete back up.  The following files

   can be not backed up any you are still safe:

        FV248...   FV249...   FV050...

8. Keep the last weeks worth of backup reports, older reports are of no

   value.

TECHNICAL NOTES:

The BACKUP login causes the system login script to execute the batch file named

BACKUP in the FVCPUB diectory.  This batch file does the following:

     1. Changes the current directory to drive F:\SYPLUS

     2. Removes Futurus Team if present. (FT /R)

     3. Routes output to the system printer with a banner and formfeed.

                (CAPTURE Q=SYSTEM BBACKUP FF)

     4. Runs the stored SYPLUS job ALL which formats the tape (7 minutes)

        and backs up all files on drive F: (which is better for restore

        than the novell volume name).  A log is written to file and to the

        printer.

        NOTE: On a quarterly basis these log files should be deleted as

              well as the volume records created by SYPLUS as they take

              up disk space.

     5. Changes directories to the HOME\BACKUP directory.

     6. Runs the night time batch processor (Cove system).

     7. Logs the station off the network.




