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Data Quick Guide

DATA – SAVE (Daily)

The SAVE function allows you to back up data to a floppy diskette.  This data can be restored directly to another PC running the same software.  This function extracts data from the active files only (archive is excluded).  It compresses it onto one or more floppy disks for data transfer or recovery via the restore function, when necessary.  Run this function at least once, daily.  Label the resulting disk(s) “AMS SAVE DISK” and note the creation date on the disk label along with the disk sequence number (i.e., Disk 1 of 2).  Retain at least one week of SAVE disks.  Use the disks labeled Monday through Friday on the appropriate day when save disks are created.

1.   Select DATA menu.

2.   Select SAVE function.

3.   The “Save” screen appears and prompts, “Insert a Formatted Disk Into Drive _____.  Select OK”.  It also lists a variety of records that could be saved.  

4.   A black and white screen appears listing all the files being written to the diskette.  Then the “Save” screen reappears, listing all the records that were saved.

5. Select the “Exit” button to return to the main menu and remove the diskette from the floppy drive.  

DATA – BACKUP (Weekly)

This function extracts data from both the active files and on-line archive files.  Additionally, the system setup information is collected.  All information collected is compressed onto diskettes for data recovery, should a system malfunction occur.  One or more floppy disks are generated to backup the active files.  In addition, one or more floppy disks are generated to backup the on-line archive files.  Use separate floppy disks to store the active and on-line archive files.  Run this function at least once weekly or any time data is archived.  Label the resulting diskettes “AMS ACTIVE BACKUP DISK” or “AMS ARCHIVE BACKUP DISK” and note the creation date on the disk label, with the diskette sequence number (i.e., Disk 1 of 2).  Retain at least one month of BACKUP diskettes.  If backup diskette(s) are generated every Friday, four sets of backup diskettes should be in service, one for each week of the month.

1.   Select DATA menu.

2.   Select BACKUP.

3.   The “Backup” screen appears prompting, “Insert AMS Backup Diskette Into Drive ___.  Select OK”.  Select the “OK” button to continue or the “Cancel” button to return to the main menu.

4.   A black and white screen appears quickly listing all the files that it is writing to the diskette.  

5.   The files are compressed and copied to the diskette and the system prompts, “Backup Of The Current Files is Complete.  Label These Diskettes As Your AMS Backup Records, Backed Up To ___:DRPBACK.ZIP.”

6.   If there are archive files on your system, the system prompts, “Insert Archive Backup Diskette Into Drive ___.  Select OK”.  The files are compressed and copied to the diskette and the system prompts, “Backup Of The Archive Files is Complete Label These Diskettes As Your Archive Backup Records Backed Up To ___:DRPARCH.ZIP”.

7.   Select the “OK” button and AMS returns to the main menu.  

DATA - ARCHIVE - ARCHIVE RECORDS (Monthly)

The Archive Records function creates a historical record of AMS data on the hard disk (On-Line Archive).  Once archive records are created, they are deleted from the AMS database (hard drive).  These records can be accessed using the ACTIVATE ARCHIVE function or recalled to the AMS database using the RECALL FROM ARCHIVE functions.  The archive threshold date is determined in the SYSTEM – SETUP menu.  See your Site Support Representative for details.

1.   Select DATA menu.

2.   Select ARCHIVE function.

3.   Select ARCHIVE RECORDS.

4.   The “Archive Records” screen appears and prompts, “Ready To Archive All Records More Than ____ Days Old.  These Records Will Be DELETED From The AMS Database.  Select OK”.

5.   Select the “OK” button to continue with the archive, or the “Cancel” button to cease the archive.

6.   The system then returns to the main menu.

DATA - ARCHIVE - WRITE PERMANENT ARCHIVE (Monthly)

This function extracts data from the on-line archive files and compresses it onto one or more floppy disks for permanent off-line storage.  The data is NOT removed from the on-line archive.  One set of disks is generated for each month (i.e., January 1999 and February 1999 would be stored on separate disk sets).   It is recommended to create permanent archive disks once all data for the month is moved to the archive.  That is, if data is archived after 15 days, the permanent archive disk(s) for January 1999 is generated around the end of February 1999.  This allows time to move all January 1999 data to the archive.  It is imperative to create permanent archive disks before executing the on-line archive cleanup function, so data is not lost.

1.   Select DATA menu.

2.   Select ARCHIVE function.

3.   Select WRITE PERMANENT ARCHIVE.

4.   Select a month and then the “OK” button.

5.   The Archive Screen appears.  Select the “OK” button to continue.

6. The system prompts, “Insert Archive Disk For ____Into Drive.  Select OK”

7. The “Permanent Archive” file is written to the disk and the Archive Screen reads: “Permanent Archive Complete”“Records For _______ Archived To __:AMSZIP.ZIP”

8.   Select the “Exit” button to return to the main menu.

DATA - ARCHIVE - CLEANUP ON LINE ARCHIVE (Monthly)

The CLEANUP ON LINE ARCHIVE function deletes designated data from the On Line archive directory.

1.   Select DATA menu.

2.   Select ARCHIVE function.

3.   Select CLEANUP ON LINE ARCHIVE.

4.   Enter the number of days and then select the “OK” button.

5.   The Archive Screen prompts, “Ready To Delete All Records More Than ___Days Old From The On Line Archive.  Select “OK”.  

6.   The system prompts, “Cleanup Complete”.  Select the “Exit” button.

