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How To Backup Your Database (WSD file)  

WinSales Version: All

Revision Date: 9/19/2005

Support Document: Sup267

Create a back up of your database before running Wizards, doing Mass Assigns or any other function that will greatly alter your database.  If anything goes wrong, you will need the backup to restore your data.  

NOTE:  USERS DO NOT HAVE TO LOG OUT OF THE PROGRAM.

Step One – Locate your live database. 

Right mouse click  the [image: image5.png]Name__
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 button in the lower left corner of your monitor, select Explore and locate your database. 

Your database is indicated by the .wsd extention which stands for winsales data.
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The example below is for illustration purposes only.  Your database location may be different.  If you do not know where your database is located, contact your WinSales Administrator or IT department.

Step Two – Make a copy of your database.
Highlight the database .wsd file and right mouse click to select ‘Copy ‘.  Click your mouse in a blank portion of the window and right mouse click again to select ‘Paste ‘.  

OR

Highlight the database .wsd file and press Ctrl+C on your keyboard to copy then Ctrl+V to paste.

There will be a copy of your database file at the bottom of your database list.
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Step Three – Re-name the database copy. 

Highlight the copy and right mouse click to select Rename then add today’s date to the file name.
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If you haven’t done so already, create a sub-folder of your Data folder called ‘Backups’.  Drag and drop the backup you just created into your backup folder.
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