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Learning Outcomes 
In this lesson you will learn how to Backup and Restore your data. 

Requirements and Prerequisites 
·  SoEasy should already be installed on your PC. 
·  USB memory stick with free space of at least 50 MB. 

Video 
There are videos available on this subject. 

Overview 
The most valuable part of your entire computer system is your data. Consider what would happen if 
you were to lose the data you have created on your PC system? 
 
At a guess you would probably be devastated. You could also run the risk of losing your business! 
 
Even with these potential threats to business security, many managers still ignore the issue or are 
oblivious to it. People lose their entire computer systems every day! This is something that you do not 
want to happen to you; ask anyone who it has happened to. 



Back up and Restoring Data ____________________________________________________ Page 2 

 
© Copyright 2009 – The Matrix Trust�

 
Below are some of the ways you can lose your computer systems 
 

·  Virus attacks (even with antivirus software installed) 
·  Hard drive collapses 
·  Power surges 
·  Stolen PCs 
·  Water damage 
·  Earthquake damage 
·  Fire 
·  And of course, simply deleting data that should not be deleted 

 
Having a backup and recovery plan is an absolute must. 
 
Have a go at answering these questions 

1. If your computer was stolen today, what would be your data loss? 
2. Even if someone has set up a backup system on your PC, do you know if it is backing up 

your important data? 
3. What is your data worth to you?                                                                                                                                     

Ok now that we have scared you a bit, let’s try putting in some solutions. 
 

Backing up Devices 
 
The most common backup devices are as follows 
 
Device  Comment     Rating 

 
Floppy disk Too small, won’t store much data.   1/10 
 
Zip Disk  Good, but the disks are expensive and 
   they require someone to have the same 
   device on their PC to read them.   1/10 
 
Tape Backup Ok, but expensive and can be too slow.  2/10 
 
CD  Most people do not know how to use  
   them. Many times people have sent CDs 
   in for us to look at their data, and nothing 
   is on the disk.     0/10 
 
Memory Stick Fast and easy to use. The only problem 
   we find with them is that people take them for 
   granted, and leave them in their top drawer. 
   If the PC is stolen, as well as the memory 
   stick, what is the point of the backup?  9/10 
 
External Hard Drive  
   Very good, but again most people leave 
   them plugged into the PC.    8/10 
 
Offsite Backup This is where your data is automatically 
   uploaded to a server somewhere else 
   in the world. The only problem is that 
   when people are configuring them, they 
   don’t realise how much data they  
   are backing up.     9/10 
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Notice that we did not rate any backup devices as a 10/10. The reason is that each of them has their 
flaws and the user needs to realise that; just because a button has been pushed and the system said 
‘Backup Complete’, does not mean that your data is safe or that the backup did actually complete! 
 
The only way to tell if a backup is correct is to 
 

1. Understand backing up 
2. Set up your own backup and take responsibility for it 
3. Check your back up regularly. 

Back to Top 
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Backing up SoEasy’s Data 
To understand backing up let us look in depth at the SoEasy backing up process. 
 
A directory (a folder which may contain other folders and files) is going to be backed up to a memory 
stick. 
 

1. Place the memory stick into a free USB port on the PC. 
 

 
2. When the memory stick is placed into the computer’s USB port, a pop up window should 

appear. 
 

 
 

3. Arrow 1 points to the Volume or Name of the drive.  
The important thing to note is the drive letter that has automatically been assigned to the 
device. In this case it is F but this may change at any time. 
 
Common backup mistake : thinking that each time you plug in the memory stick that the 
drive will be as it was last time. Always check the drive letter. 

 
4. Arrow 2 points to the option that opens the memory stick into a window and allows us to 

view its contents. 
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5. Now that we have the memory Stick in the PC, we would like to backup SoEasy’s data. 
 
NOTE: If you are using a network version of SoEasy: 

 
i. Make sure all other users are logged off 
ii. Only backup on the server. 

 
Go to The Front Company Menu  and select the Back up/Restore  button. 
 

 
 
 

 
 
Arrow 1 points to the ‘every day’ backup option – Back up Now  
Arrow 2 points to the ‘once a week’ backup option – Back up All  
 
The two different backup options, back up different sets of data. The following picture explains. 



Back up and Restoring Data ____________________________________________________ Page 6 

 
© Copyright 2009 – The Matrix Trust�

 
This is SoEasy’s behind the scenes 
directory structure. 
 
Arrow 1 – Back up ALL  
Points to the folder that contains all   
 
·  Current year’s data 
·  Previous years’ data 
 
·  If you are using SoEasy to manage 

more than one company, each 
company’s data.  

 
·  When you select Back up All , this 

data is backed up. 
 
·  Run this backup once a week. 
 
Arrow 2 – Back up Now 
Points to the current year’s data for 
company C001 
 
·  Current year’s data only 

 
·  When you select Back up Now , this 

data is backed up. 
 

·  Run this back up daily. 
 
Arrow 3 
Points to another source of data that is 
used if you use the Enterprise Version of 
SoEasy. This folder can become a very 
large data folder containing spreadsheets, 
word documents and pictures. This data is 
not  backed up by SoEasy. You must 
arrange your own backup routine for this 
data. 
 
Arrow 4 
Points to the individual user’s settings for 
the current PC. It will also contain logos, 
and letterheads if you use them. SoEasy 
does not  backup this directory as it is non-
essential. If you wish to back it up, please 
arrange to do so in your own backup 
system. 
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6. Now that you know what gets backed up you will have a better understanding of the next 
phase. 
 

a. If you select Back up Now , SoEasy will ask you to choose a company to backup. 
 

 
 

b. Next you are asked where you would like to back up to. 
When you plugged in the memory stick you were informed which drive letter the 
memory stick was assigned to. 
 
Select the drive letter. In this case F. 
 

 
 
Note: In some circumstances it is good to be able to take a quick backup to the 
hard drive (Arrow 2). We can take a quick backup just in case a procedure we 
wanted to perform failed for any reason, and data could be restored easily. 
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c. When you select the drive letter to back up to, a black DOS screen will appear. 
It will describe what it is about to do. 
At the bottom of the screen it states Press any key to continue . 
 

 
Press any key on your Keyboard . 
 

d. Any existing SEABU.ZIP file on the memory stick will be deleted. 
Then a backup is created on the local hard drive. 
 

 
Press any key on your Keyboard . 
 

e. The data is then copied to the memory stick on the drive letter you specified. 
 

 
 

f. This completes the backup process. 
 

g. The file that is copied to the memory stick is called SEABU.Zip . 
 
If the memory stick already had a file called SEABU.zip, the original file will be 
replaced with the new file. 

Back to Top 
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Verifying a Backup File 
You can view the backed up file by opening the memory stick folder and viewing the SEABU.zip file. 
 

 
 
When you plug the memory stick into the USB port, the pop up box should appear.  
Select the Open folder to view files  option. 

 
 
If you right click your mouse on the 
file and select Properties , you can 
see the statistics of the file such as 
 

·  Created date & time 
·  Modified date & time 
·  Size 

 
Verification Notes:  
 

·  If there is no file, the 
backup has failed. 
 

·  If the size is Zero, the 
backup has failed. 

 
·  The date of the file 

should be today. If it 
is not then the 
backup is not on that 
drive. 
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You may also be able to double-click on the file and open it. The file itself is a compressed zip file. 
These types of files are a result of compressing all the data into a small singular file. 
 
Now that we have covered the process of Backing up, let’s take a closer look at creating a backup 
policy. 

Back to Top 

Creating a Backup Policy 
 
A backup policy is a daily procedure which ensures that important data is backed up. 
 
Objective 
The objective of the policy is to ensure that if we were to come into work in the morning and the PC 
was damaged beyond repair, we could simply get another PC and be up and running again. 
 
Policy 1 Get 5 different memory sticks and label them Monday  to Friday . 

 
Policy 2 At the end of each day, the administrator should take a backup (using the Back up 

Now  option) to the specific day’s memory stick and check that the files have been 
backed up. 
 

Policy 3 At the end of the week the administrator should take a backup (using the Back up All  
option) on Friday’s  memory stick and check that the files have been backed up. 

 
Policy 4 The memory sticks are to be 
 
  Locked in a safe or 
  Taken home 
 
Policy 5 At the end of the year, we will get a separate memory stick and perform a Back up 

All backup and never use that memory stick again (keeping it in a safe place). 
 
These 5 policies will ensure that your SoEasy data was backed up and reasonably safe. 
 
The size of the memory stick would not need to be over 100 MB under normal circumstances. 

 
Back to Top 

Backing up to Other Devices 
 

SoEasy has been configured to back up to any device that has a drive letter except for CD burners 
and tape backup devices. 

 
CD Burners and tape backup devices come with their own software utilities. To back up to these 
devices you will need to review their tutorials and set up your own procedures and policies. 
 
In the previous topic Backing up SoEasy’s Data  we displayed the SoEasy directory structure and 
the four areas that should be considered if designing your own backup routine. 
 
If designing your own backup routine, there are two files you should avoid backing up: 
 
*.sb! and superbas.net 
 
These two files are used to control network locking. If anyone has SoEasy open on their workstation 
and you have an automated backup routine, these two file definitions (of which there are many files 
with these names in SoEasy) may cause your backup to report backup failures. The two files are not 
essential and do not contain data that needs to be recovered. 
 
It is also a good idea to avoid backing up *.zip files that may be in SoEasy. 

Back to Top 
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Offsite Backups 
The best backup procedure is to have an Offsite Backup  as part of your Policy. You should still take 
a weekly backup to a memory stick. 
 
If you are on one of SoEasy’s Customer Support Programs you have access to a free 2 Gb offsite 
backup service. This service is covered in the Offsite Backup Module . 
 
If you have another offsite backup provider then it is very important to identify to them, or set up in 
the application they provide, the SoEasy directories that require backing up. 
 
The directories to back up are:  
 
SOEASY/DATA 
SOEASY/USER 
SOEASY/TEMPLATE 
 
Files that should be excluded from the backup are  
 
*.sb!   superbas.net   *.zip 
 
Special Note  
It is very common for offsite backup services to simply select the entire SOEASY directory but this is 
not necessary and only increases the size of your backup and usage of bandwidth. Just back up the 
specified directories. 

Back to Top 

How to Recover from a Total Loss 
In cases of total data loss, it is a good idea to contact support before you attempt to recover. 
They are experienced in data recovery and may be of great assistance. 
 
To recover from a total loss, follow this procedure: 
 

1. Install SoEasy from your original disk or by visiting our web site and downloading the 
latest version.  
 
Important  

a. Make sure to follow the appropriate installation procedure as specified in the 
Installation Instructions  but stop at the point where it asks you to go into your 
company data. It is very important that you do not build the company data. 
 

2. Open SoEasy just to The Front Company Menu  
 

Recovering from a memory stick 
 

a. Place the memory stick in the USB port of the PC 
b. Identify what the drive letter is allocated to 
c. Select Back up/Restore 
d. Follow the restore procedure 
e. Once the restore has been completed, go into Platform and check the last Invoice 

issued 
f. If everything has gone to plan then you are recovered. 

 
Recovering from an Offsite Backup 

 
a. Restore the SOEASY directories to the appropriate directories on your PC 
b. Once the restore has been completed, go into Platform and check the last Invoice 

issued 
c. If everything has gone to plan then you are recovered. 

Back to Top 
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How to have a Full Copy of SoEasy 
 
Let’s look at three different scenarios why you may want to keep a copy of SoEasy on another PC. 
 
Scenario 1  Normally you work from an office in town but today you want to catch up on some 

work at home. 
 
Scenario 2  You like to have a duplicate of the day’s work on your home PC. 
 
Scenario 3  You are going away overseas and you want to have access to your data while 

you are away. 
 
Each one of these scenarios can easily be achieved. 

 
 
Scenario 1: Work at home 
 

a. Install SoEasy to your PC at work and your PC at home 
 

b. At work take a backup to a memory stick (Back up Now procedure only) 
 

c. Restore the data to your SoEasy at home (detailed instructions next page) 
 

i. Place the memory stick in the USB port of the PC 
ii. Identify what the drive letter is allocated to 
iii. Select Back up/Restore in SoEasy 
iv. Follow the restore procedure 
v. Once the restore has been completed go into Platform and check the last 

Invoice issued 
vi. If everything has gone to plan then your data is restored 

 
d. Obviously you need to repeat the process to move the data at home to the data at 

work. 
 

Note: It would be a good idea to make sure that both your home PC and your work PC 
versions of SoEasy were the same version. Just check for an update at both sites. 
 

 
 

Scenario 2: Duplicate copy 
 
 Follow the same procedure as Work at Home . 

 
 
Scenario 3: Access your data while you are away 
 
 SoEasy is one of the few programs that will run directly from a memory stick! 
  

a. Copy the entire SOEASY directory to a reasonable capacity memory stick. 
 

b. When you want to run the copy on your memory stick, open the memory stick to 
the SOEASY/PROGRAM folder and double-click on the file called SBRTS.EXE 

 
Important: Set the security system on. At least this way if you lose your memory stick, no one should 
be able to access your data. There is a setting at The Front Company Menu  – Options  – Request 
Printer  – set it to Yes. 

Back to Top 
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Restoring Data 
We have mentioned the process of Restoring Data previously and now we will explain the process in 
depth. 
 
1. At The Front Company Menu  select the Back up/Restore  button. 
 

 
 
 

2. Place the USB memory stick containing the data you wish to restore in a USB slot on your PC. 
Note: The backup that will restore is the Backup Now  option. The Backup All has to be restored 
manually.  
 
The memory stick’s assigned drive letter should appear. 
 

 
We won’t be using this dialog other than to find out what the drive letter is. 
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3. In SoEasy select the Restore  button and a file selection dialog box will appear. 

 

 
 

 
 

4. Select the drive letter of the USB memory stick and the SEABU.ZIP file should appear. 
 

 
 

5. When you select OK, SoEasy will check that the correct file name has been selected.  
The file must be seabu.zip. 
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6. SoEasy then asks you which company you wish to restore. 
 

 
 
7. When you select the Next Step  button, SoEasy performs the following procedures: 

 
a. For the company you selected, it takes an exact copy of all the directories and files and 

saves them to a special directory on your hard drive called TEMPSEA. 
 
It does this just in case you made a mistake and ne ed to undo the restore. 
It is very important to realise that you only get o ne chance to recover from a 
mistake.  
 

b. It then deletes the current files for the company you are restoring. 
 

c. SoEasy then unzips the backup to the right directory structure. 
 

8. The restore is now complete and you should be able to work with the restored data. 
Back to Top 
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Common Backing up Mistakes 
 

1. Not backing up every day. 
 

2. Backing up to the wrong drive letter. 
 

3. Not checking that the backup has actually happened. 
 

4. If backing up to an offsite backup service, backing up the entire SoEasy directory.  
This is not necessary and takes up valuable space and internet resources. 

 
5. Backing up to floppy disks. These days data is far too large to backup safely to floppy 

disks. 
 

6. If using floppy disks, especially more than one, it is time to move up to newer technology. 
Use USB memory sticks. 

 
7. Backing up when users are still logged on to SoEasy. In some cases the backup will work 

fine but it is still a risk. It is far better to make sure everyone switches off their PC when 
they go home. This not only saves power but also ensures that they are logged off 
SoEasy. 

 
8. Having a continuous backup operating. This is not good practice. Not only does it 

interfere with the data files, you cannot guarantee that you will recover in the event of a 
data loss. 

 
9. Backing up to a device that does not have enough free space. 

 
10. Failing to take the backups home. 

 
11. Failing to rotate backup devices. 

 
12. Taking an end of year backup and then using the same backup device to perform daily 

backups. 
 

13. Not storing backups in a safe place. 
 

Summary and Conclusion 
·  Backing up your data is a very important daily routine. 
 
·  Offsite backup is a very good option.  

 
 
·  People on a SoEasy Support Program are provided with a free 2 Gb offsite backup 

facility. 
 
·  Backing up to a memory stick is a quick and easy solution for securing your data. 

 
Back to Top 

 


