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Backup -  Definition:  

A second copy of a file or set of files to be used in case the primary file(s) are destroyed or corrupted. Backups are essential for all but the most trivial work. For critical work, two backup sets are advisable. Murphy's Law (as applied to computers) says that nothing will go wrong with a well-backed up file.

CornerStone Backup Recommendations:

We recommend that you back up your data at the end of each session. If your hard disk has more than one drive, back up onto a different drive from the one where you keep your working data. If you have only one hard disk drive, back up onto a removable disk or your network. Remember that an important purpose for backing up data is to protect against a hard disk failure.
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Steps to Performing a CornerStone Backup
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Sending a Backup to IPM-Software Via Our FTP Site

If an IPM-Software, Inc. Client Care Associate requests a copy of your CornerStone backup file, follow the directions below to upload the file to the IPM-Software, Inc. FTP Site.






Daily:  Each day, back up onto removable disks to keep in the office. 


Tip: The first time you do a daily backup, we suggest that you make several sets of backup disks and label the sets " CornerStone Backup Monday," 


            "CornerStone Backup Tuesday," etc.




















Monthly:  At least once a month, make a backup copy to be kept off your premises.  


Tip: For your monthly backups, you may want to alternate between two sets of disks. If disaster strikes your office, you'll want to have a reliable record of 


your data to fall back on.























Yearly:  At the end of your fiscal year, make an archive copy of your data to be kept off-]	premises.

















As Necessary:  You will be prompted to perform a backup prior to performing high-risks tasks.  As an example, when closing the month in the Rent module or when processing a Gross Rent Change, you will see a message reminding you that you should process a backup before continuing.  Each time you receive one of these messages, you should ALWAYS make sure that you have processed your backup prior to continuing.

















 �





Step One:


From the Tools drop-down menu, choose Backup/Restore.  





The IB Backup Program will open automatically.





Step Two:


Note the location of the database to backup.  





The first field, Select Database to Backup, will automatically default to the location of the CornerStone database.  





Do not change this field unless you have been directed to do so by an IPM-Software, Inc. Client Care Associate.





 �





 �





Step Three:


The second field, Select Backup Destination, will default to a previously designated location and a prespecified file name for the backup (C:\Program Files\IPM-Software\backup file name.ibb).   





Do not change the information in field unless you have been directed to do so by an IPM-Software, Inc. associate.





Tip:  Notice the file name that defaults in this example (05022110.ibb).  The numbers in the file name represent the year, the month, the day, and the hour of the backup.























 �





Step Seven:


Click OK.  


Congratulations!  Your CornerStone backup is complete.





 �





Step Six:


A message is displayed indicating that the CornerStone database is open.  If you are running CornerStone on a network, verify that no other users are in the program, and then click Ignore.  If you are running CornerStone on a local computer, click Ignore.
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Step Five:


After clicking the Start Backup button, click OK to confirm that you are ready to begin the backup.





 �





Step Four:


Click the Start Backup button.    





Note:  Do not click the Password Protected? checkbox unless you have been directed to do so by an IPM-Software, Inc. Client Care Associate.
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Step Four:


You will be prompted to enter a User Name and a Password to gain access to the IPM-Software FTP site.





1.  In the User Name field, type:


     filetransfer





2.  In the Password field, type:


     hlinkp





3.  Click the Log On button.





 �





Step Three:


In the Address field, type:


� HYPERLINK "ftp://ftp.ipmsoftware.net" ��ftp.ipmsoftware.net�


and press Enter.





�





Step Two:


Open an Internet Browser, such as Internet Explorer or Netscape Navigator.  





If you are unsure of how to access your Internet Browser, please contact the person responsible for IT with your Management Company.





Step Seven:


While keeping the screen in step six open, browse to the location where the CornerStone backup file was saved when you performed the backup.  Note that if you changed the default location when performing the backup, the location listed below will not be correct.





Click on your desktop.


Double-click on My Computer.


Double-click on the C:\ drive.


Double-click on the Program Files folder.


Double-click on the IPM-Software folder.


Right-click on the file name you need to send to IPM-Software and choose Copy.





Step One:


Connect to the Internet.





If you do not know how to connect to the Internet, please contact the person responsible for IT with your Management Company.
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Step Six:


Double-click on the name of the IPM-Software Associate who requested the backup file.





�





Step Five:


Once the FTP site is opened, you will see a list of folders and files.  Double-click on the folder called:


To IPM.





�





Step Eight:


Go back to the screen from Step.  


Click in the white area inside the open folder and choose Paste.





This will begin uploading the file to the IPM-Software FTP site.





Step Nine:


You will see a status indicator as your file is uploaded.  





Once the transfer is complete (the status indicator will go away and you will see your file in the folder), contact the IPM-Software Associate who requested that backup and let them know that the file is available.





�








CornerStone


Backups:


Recommendations


and 


Procedures








1 of 6

