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Backing up
* The Data Management tool

- Company archives

« Clearing your audtt tratl to remove old transactions Saaoe ~
8 >t
. . . v
* Deleting customers, suppliers, nominal codes and bank accounts
* Clearing stock transactions and deleting product records Data
Management
. . . : 2025
« Flagging records as inactive to hide them from your lists Sage 50 Accounts

* Quiz—Test your knowledge .
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What’s covered
in today’s
webinar?

Importance of backing up
Manual back up

How to restore a backup
Schedule back up

Further support + Q&A
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Importance of backing up

Back up your

The backup process takes a copy of all the files that make up your company including logon data
name and passwords and consolidates them into one compressed file. This can only be
accessed by restoring the backup into Sage 50 Accounts.

« Ifaprocess does not go as expected i.e. Year end, VAT Return

. . . Back up - A P Demos and Sclutions
or importing transactions or records.

Edit WView  Modules

. D_-Lsaster recove ry Mew File types to include in backup Where do
; * Previous backups

- Hardware issues. Open [ Iselect all fil= types to indude in badkup To selecta

) Close a filename

- Virus. Type iz The Backu

Delete Company... Data Files information
. Transaction Attachments L]
¢ Data corru pt'LOﬂ. . Report Files O
Schedule badck up... Layout Templates ]
Maint Record Attachments ]

) . AINLENaNCE. .. Image Files L] Filename*:

Note: Sage do not store copies of your data so it’s really Restore... Company Archives O PR
important to back up any companies you have on the TMail Database E

accounts software.



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112238683&hypermediatext=null

Manual back up

« Data Files — normal day to day processing.

« Transaction Attachments —any documents you have added to the batch
supplier invoice.

Type |Induded?
Data Files
» Report files and Layout templates — if you have made any changes to Transaction Attachments
customised layouts or reports. Report Files
Layout Templates
. Record Attachments
« Record Attachments — if you have added any attachments to customers, Image Files
suppliers, products, bank, nominal, departments and projects. Company Archives
Trail Database
[

« Image Files —if you have added image files to your products or services.

« Company Archives —when you have taken a company archive.

— A normal daily back up would
« TMail database — if you still use this function then you can include this. usually be data files only.

025 The Sage Group plc, or its licensors. All rights reserved.




Restoring the backup

Restore a
backup

« Canrestore over the top of live data. Edt Vew Modues Settings
— Use with caution as this does overwrite Hew g
':'I:IEI'I Restore
« Create a new company by restoring a backup. Close e —
. . Previous backups
— If you have multi-company licence Delet= Company... |
Back Up... File=: IE
* Informs you what is included in the backup selected. Schedule back up... To ocae a Sage 50c OneDrive doud backup, dick OneDiive.
Maintenance. .. Description of data to be restored for: A P Demos and Solutions

» Log in with existing login details. | |Restore.. |

« Tocheckyourlicence go to Help > About > Licence Information.

Backup details

Company name:
Data version:
Your backup will be restored to

Company name: A P Demos and Solutions

Lacation: C:\PROGRAMDATA\SAGEVACCOUNTS 2023 COMPANY, 000

2025 The Sage Group plc, or its licensors. All rights reserved.
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Restoring a backup

03/02/ 07/02
Process 200 Run the VAT return
transactions but accidently
reconcile
02/02 04/02 06/02
Take a data files Bank Added 10 new
only backup Reconciliation customer records
05/02 and 1supplier
Processed 50
transactions




Scheduled Back up

Benefits & how it works

Scheduled

Back up

5= Edit View  Modules Settings
« Automates the process. New P ———
Open overver

. Settings Choose which automated processes you want to run, and how often. v | Accounts data
¢ Ta |(e S p.la C e 1 n t h e b a C |(g ro u n d . Close Users logged in + | Enable automated check data Transac tion Attachmer
«  Enable automated back up Reports
Delete Company... Chedk data results  Run once per day Lavouts
Backup files Schedule at: Record Attachments
Back up... 17:00 v Images

Run more than once per day
Schedule every: Starting from: TMail database

« Backup more than one company at the same time.
s

i 1 hour 00:00 HMRC submissions
Maintenance... thoor v | |00:00

« Stored on the C drive of the computer where the data is stored. Restore. . ot T e b s e Sy o s sl
— Computer must be switched on, Sage does not have to be open LR i e T

rov29 c:programdatalsageacc Companies sele bed to d t
backup ﬁ\ add u
Centre,

. Aqtomgtically checks data. .
—identify when data corruption occurred S dw

C:

« Only the manager logon can access this option. T

notifications and, tu \:I\:Hh q d\:l ta\ dlick Manage Ema\ addre: GB fp b Ef‘tfr BE L

20

Note: This option should be used alongside manual back ups and not as a replacement.



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158673

Summary

« Sage donotstore any copies of your data.
* Youcan select to do a full back up or specific areas.
* You can checkyour data without having to back up.

* Restore over live data or into a new company.
- overwrites live data back to the point of when the backup was taken

« Strongly advised to back up atleast once a day minimum.
- frequency 1s based on how often you process i.e. daily processing then back up daily

« Schedule back up runs the process in the background and also checks the data when the machine is switched on.

« Scheduled option can help identify when errors occurred in the data.

© 2025 The Sage Group plc, or its licensors. All rights reserved.




Find out more...

F Back up your data

Check your data is in good health

Scheduled back up
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https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112312169&_gl=1*w8vd9k*_ga*MzAxNTE1NDQuMTc1MTAxOTQ5Mw..*_ga_PE4Z9JJWVN*czE3NTQyOTg1NzUkbzM3JGcxJHQxNzU0Mjk4NzExJGo2MCRsMCRoMA..
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158551
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Thank you for attending!

Please take a minute to complete the survey as you leave.

You’ll recelve a follow-up email containing links to register for
future webinars and watch recordings.

SQSG © 2025 The Sage Group plc, or its licensors. All rights reserved.
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