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• Backing up

• The Data Management tool

• Company archives

• Clearing your audit trail to remove old transactions

• Deleting customers, suppliers, nominal codes and bank accounts

• Clearing stock transactions and deleting product records

• Flagging records as inactive to hide them from your lists

• Quiz – Test your knowledge Register now
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• Importance of backing up 

• Manual back up

• How to restore a backup

• Schedule back up

• Further support + Q&A

What’s covered 
in today’s 
webinar?
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Importance of backing up 

• If a process does not go as expected i.e. Year end, VAT Return 
or importing transactions or records. 

• Disaster recovery.
- Hardware issues.
- Virus.

• Data corruption.

Note: Sage do not store copies of your data so it’s really 
important to back up any companies you have on the 
accounts software. 

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

Back up your data

Back up your 
data

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

• Data Files – normal day to day processing. 

• Transaction Attachments – any documents you have added to the batch 
supplier invoice.

• Report files and Layout templates – if you have made any changes to 
customised layouts or reports.  

• Record Attachments – if you have added any attachments to customers, 
suppliers, products, bank, nominal, departments and projects. 

• Image Files – if you have added image files to your products or services. 

• Company Archives – when you have taken a company archive. 

• TMail database – if you still use this function then you can include this. 
Note – A normal daily back up would 
usually be data files only. 
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Restoring the backup

• Can restore over the top of live data.
– Use with caution as this does overwrite

• Create a new company by restoring a backup.
– If you have multi-company licence

• Informs you what is included in the backup selected. 

• Log in with existing login details.

• To check your licence go to Help > About > Licence Information.

Restore a backup

Restore a 
backup

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112344624
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Restoring a backup

02/02
Take a data files 
only backup

03/02/
Process 200 
transactions 

04/02
Bank 
Reconciliation

05/02
Processed 50 
transactions

06/02
Added 10 new 
customer records 
and 1 supplier

07/02
Run the VAT return 
but accidently 
reconcile
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Scheduled Back up

• Automates the process.

• Takes place in the background.

• Back up more than one company at the same time. 

• Stored on the C drive of the computer where the data is stored.               
– Computer must be switched on, Sage does not have to be open

• Automatically checks data.
– identify when data corruption occurred

• Only the manager logon can access this option.

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

Scheduled Back up

Scheduled
 Back up 

Benefits & how it works

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

• Sage do not store any copies of your data. 

• You can select to do a full back up or specific areas. 

• You can check your 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 at least once a day minimum.
- frequency is 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. 



Find out more…

Back up your data

Scheduled back up

Check your data is in good health

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112238683&_gl=1*7ofoy4*_ga*MzAxNTE1NDQuMTc1MTAxOTQ5Mw..*_ga_PE4Z9JJWVN*czE3NTQyOTg1NzUkbzM3JGcxJHQxNzU0Mjk4NTgyJGo1MyRsMCRoMA..
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 receive a follow-up email containing links to register for 
future webinars and watch recordings.
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