Backup (Dataset)

EditT ools works primarily with datasets. T he longer you use EditT ools,the more datasets you
will have and the larger the datasets will grow.Some users use a kackup program faithfully,
some do not.W hether you do or not, it never hurts to have another option for kacking up datasets
and your EditT ools preferencesAettings. T he EditT ools Backup is designed to provide kackup of
EditT ools datasets and preferencesAettings. Although it can ke used to kackup other files, such
use is not recommended.

The Backup Function

T he EditT ools Backup is done automatically once you have set it up as you want it to work.To
set up Backup, go to the Preferences menu and click Settings > Backup Settings as shown here:
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Backup Datasets

Backup Settings

Preferences > Settings > Backup Settings

The Backup [&asets shown alwve is used to manually kackup datasets and to set what is to ke
kacked up and to where it is to ke kacked up.

The Backup Settings Form

T he Backup Settings form is shown kelow.



Backup Settings i[
Use thform to automate backups of datasets

NOTE: To manually run backup use "Backup Datasets" on the
Settings Menu of the Preferences Ribbon Item

Run Dataset Backup:

When Word is opened: h 1 .

[ Run on even numbered days onfy
[ Run on odd numbered days only

Every I days

Run onhy on selected days (max 3):
[~ sunday [ Monday [ Tuesday [ Wednesday

[~ Thursday [ Friday [ saturday

When Word is closed: « 2

[ Aways run

[ Run on even numbered days onfy
[~ Run on odd numbered days only 3

Every I days

Run onby on selected days (max 3):
[~ sunday [v Monday [ Tuesday [ Wednesday

v Thursday [ Friday [v saturday

OK
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Backup Settings options

T here are three primary options: to have the kackup run when you first open i ord @ ,almve),
to have it run when you exit €lose)ll ord @2,akmve),or to have it run kmth when I ord is first
opened and when it is closed €xited).

Il ithin those primary options, there are several other options:

Always Run means kackup will run every time Il ord is opened or closed.

e Run on Even Numbered Days Only or Odd Numlzred I2ys Only means kackup will
run only on those days €g,2nd, 4th, 6th,etc.numlered days of the month or 1st,3rd,
5th,etc.numlkered days of the month).



e FEvery Days lets you choose an interval . For example, if you enter 3, Backup will run
every 3 days only.

e Runon Only Selected Days (Max 3) means that you can choose up to 3 specific days of
the week for Backup to run and it will run only on the specified days.

In the almve image, Backup will run only on M ondays, T hursdays, and Saturdays &3, almve)
andonly when i ordis closed.

The Backup Datasets Form

Qicking Preferences > Settings > Backup [asets €ee first image alwve)opens the Backup
[@asets form shown kelow.U sing the Backup Settings form @lmve)sets the when-to-kackup
parameters ;the Backup [&asets form sets what to kackup and where to kack it up.

Backup Datasets

The first box on this k is to select the directory where the backup files should be placed. The default folder is listed, if a different one is
required, browse for it on your system and select it. The top list box on this form lists all of the dataset directories that will be backed up
when the macro runs. The list of extensions in the middle box are the file extensions (*.{extesion) that will be backed up. Both lists can be
added to or removed from by using the Add button (to add) or double clicking in the box to remove an entry.

The refresh button will load the directories of the currently used datasets and the base EditTools extensions, respectively

Once all of the items to be ignored have been removed from the lists, click on OK. Use the Cancel button if nothing is to be done.

Automation: Use "Backup Settings" on the Settings Menu of the Preferences ribbon item

Folder to create backup folder in:

I E-\EdifTools Dataset & Preference Backup 4 Browse |

Dataset directories to be backed up: Add Folder | Refresh

C:\Users\user\My Documents\EditTools Datasets

C:\Users\user\My Documents\EditTools Datasets\Client NSW files

C:\Users\user\My Documents\EditTools Datasets\Client Specialty 1Qs piq

C:\Users\user\My Documents\EditTools Datasets\Style Guides Specialty

C:\Users\user\My Documents\EditTools Datasets\Client Cleanup Spedialty datasets cfd dft
C:\Users\user\My Documents\EditTools Datasets\Client Click Lists cld :
C:\Users\user\My Documents\EditTools Datasets\Client Code Inserter datasets cif 5
C:\Users\user\My Documents\EditTools Datasets\Client Specialty Sequential F&R sfr
C:\Users\user\My Documents\EditTools Datasets\Client Spedialty Toggle datasets twd
C:\Users\user\My Documents\EditTools Datasets\Client Style Inserter datasets sif
C:\Users\user\My Documents\EditTools Datasets\Client Wildcard macros wfr wfs
C:\Users\user\My Documents\EditTools Datasets\Journals datasets d |

| v

Double-click to remove

Filenames to backup

* cod -
*.cfd Add Extension |
X.Cﬂ 6
*of

*.cld J

*.dat Refresh
*.dic Jid

Double-click to remove

Cancel |
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Backup Datasets form

First, choose a location to kmckup to @4). k is suggested that you kackup to a different drive
than the one where your datasets currently are located. T his way, if something goes wrong with a
drive, you still have access to your datasets.l se the Bowse kutton to locate where to kackup.

Second, choose the folders to kackup @5).U se the Add Folder kutton to add a folder to the list.
To remove a folder,doulde-click on the folder name and press the [Edete key. B sure to include
all folders that contain datasets. [¥ing installation of EditT ools, a default dataset folder was
created: My [oxuments > EditT ools [2asets ¢he full path is CA sersfiserMy
[oxumentsAditT ools [aasets). If you chose to keep some or all of your datasets elsewhere, ke
sure you include those alternate locations.

Third, select the files to kackup &6). For the datasets, it is kst to just list the extension @s
shown,#6 )rather than the full file name.U sing the extension means any file, in any of the listed
folders, that has the named extension will ke kacked up. nsequently, using * nsw means any
file with the nsw extension will ke included in the kackup ; In contrast, if you name the file, for
example,ns_words nsw,only ns_words nsw will ke kacked up and not, for example,ns_org.nsw,
ns_specialty nsw,and ns_drugs nsw.T o remove an extension, doulde-click on the extension and
press the [Ekete key.

Qick OK to save your changes and start a kackup session.

Backing Up Your Datasets

Il henever it is time to kack up your datasets, the Backup [2¥asets form hown akmve)appears.
Il hen it appears, you have the option of changing what is to k® kmcked up and where the kackup
is to ke saved.

To do a kmckup,click OK . If you do not want to do a scheduled kackup, click Gancel.

What Gets Backed Up

I hen you first opened the Backup [2¥aset form, you designated a directory for the kackups.
EditT ools does not create the parent directory ;this is something you need to do before doing
your first kackup.Y ou create the parent folder just as you would create any other folder: open
Il indows Explorer €ee figure kelow),and click FHle >New > Folder. In the image kzlow, the
parent folder is named EditTools Dataset & Preference Backup @7);you can give it any name
you wish. It is the folder selected in the Backup [2&aset form Gee #4 almve).



R EditTools Datasets

=lolx]|

|(;\7,W‘ + 2018-08-09 EditTools Data Backup 001 v Users * user ¥ My Documents ¥ EditTools Datasets +

- [&83)| Search EditTools Datasets QJ

File Edit View Tools Help
Organize ¥ Include in library ~  Share with ~

7 EditTools Dataset & Preference Backup
2018-08-09 EditTools Data Backup 001

Users 10)
user

My Documents
9> EditTools Datasets

Burn

New folder

"—Ll_ Name =

Date modified

Type

= -0 e

| Size | li

&)

Client Cleanup Spedialty datasets cfd c

| Client Click Lists cld
Client Code Inserter datasets dif
Client NSW files
11> Client Specialty 1Qs piq
Client Specialty Sequential F&R sfr
Client Specialty Toggle datasets twd
Client Style Inserter datasets sif
Client Wildcard macros wfr wfs
Journals datasets
Project Switch configurations psw
Style Guides Specialty
2018-08-11 EditTools Data Backup 001
2018-08-18 EditTools Data Backup 001
2018-08-20 EditTools Data Backup 001
2018-08-23 EditTools Data Backup 001
2018-08-30 EditTools Data Backup 001
Excel

77 items

13)

=]

[Ci

Client Cleanup Specialty datasets c...
Client Click Lists cld

Client Code Inserter datasets cif
Client NSW files

Client Specialty 1Qs piq

Client Specialty Sequential F&R sfr
Client Specialty Toggle datasets twd
Client Style Inserter datasets sif
Client Wildcard macros wfr wfs
Journals datasets

Project Switch configurations psw
Style Guides Spedialty
chemicals.dat

cleanup.cft 12)
Closeup symbols and numbers.wfs
Closeup symbols to numbers.wifr
combo dick list master.ccd
common medical acronyms.dat
commonly misspelled words.dat
Copyediting.iqw

diseases & tests.dat

8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
8/9/2018 10:59 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
3/11/2015 10:3...
3/4/2013 10:40 ...
3/25/2013 6:27 ...
6/23/2018 8:03 ...
8/9/2018 10:58 ...
8/9/2018 10:58 ...
1/5/2016 11:50 ...
8/9/2018 10:58 ...

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
DAT File
CFT File
WFS File
WFR File
CCD File
DAT File
DAT File
IQW File
DAT File

111 KB
1kB
1kB
1KB
2KB
107 KB
3KB
6 KB
170 KB |

Expanded view of a backup

Il hen a dataset kackup is run,a new suldolder is created. Each dataset kackup is its own
suldolder and is automatically dated ear-month-date), named CEditT ools [3»a Backup™),and
numkered C00L™) @8, highlighted). The numker €001 ")indicates it is the first kackup
performed on the indicated date (201 8-08-09");if a second kmackup was performed on the same
date, the numkaer for that second kackup would ke 002.

Tip

If you find that you are adding a lot of data to one or more datasets while
working, consider doing multiple kackups.T he kackups are quick and can ke
lifesavers should your primary dataset kecome corrupted or some other tragedy
strike while you are working.

In the almve image, you can see that the datasets are maintained in the original folder created by
EditT ools during installation,namely,My E3uments > EditT ools [2asets @9).T he full path is
C/A sersfiserMy Coxuments/AditT ools [asets,and it is that full path that forms the kackup

suldolder @8),not just the EditT ools [@asets suldolder.

Ih addition, there are suldolders that contain datasets within the EditT ools [avaset suldolder,
such as “Qick Lists cld” and “Qient NS files” @ 1),as well as datasets such as
“chemicals dat” and “Qoseup symlmls and numlkers wfs” @ 2). As you can see, the kackup




folder,““201 8-08-09 EditT ools [a» Backup 001 mirrors the content and organization of the
original EditT ools [Avasets folder.

Each of the kackups @& 3)shown mirrors the expanded kackup @8),except that they include any
dataset changes that were made suksequent to the creation of the expanded kackup.

Restoring a Dataset (or All Datasets)

R estoring a dataset is a manual drag-and-drop task that is done like any other moving of files
from one folder to another folder.

Tip

[®not MOV E dataset §)from the kmckup to the original location. Instead, GOPY
the dataset §). If you copy @nhstead of move)the dataset §)and something goes
wrong, there will still k» a copy availalde.

Tip

T he easiest way to copy the dataset §)is to have two instances of i indows
Explorer open, stacked or side-ly-side,so you can grabthe dataset §)to k®
restored, right—click to drag the dataset €)to the restore location,and drop the
dataset.Y ou will then k®» asked whether to move or copy the file ;choose copy.

If you need to restore all of your datasets and they are all located in a single folder like EditT ools
[asets @O, almve),even if there are multiple suldolders under that parent folder @s is the case
in the alwve image ;see # 1), rightclick on the parent folder E&ditT ools [aasets in this
example)and click on Qpy. Go to the restore location and click Paste. T hat will restore the
parent folder and its contents.

Tip

Before copying and pasting the parent folder and all the datasets it contains,
rename the existing parent folder at the restore location.Y ou should do this so
that you do not overwrite the existing datasets in case your kackup copy is
missing a recently created dataset. Once you are certain all of the datasets are in
the restored parent folder, you can delete the renamed folder and its contents.
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