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1.0 Backup Utility

Introduction: The Backup Utility will automatically create backups of your database structure and files on
a regular basis. It is automated to run every 24 hours. It stores the data in an online account, called
CloudView, that you can access from anywhere you have the Internet. Additionally, in the event of a
catastrophic failure of your data, you can restore your backed-up files with little to no interruption or loss
to your business.

To access the backup settings,
go to the Administration Tab
and click on the CloudView
Backup Icon.

g 1 18 <

Server  Indexing Import System CloudView
Settings Queue  Database Usage Backup

] The CloudView Backup
CloudView Backup Window will appear.

Status  Settings | CloudView Login
To connect to CloudView, enter
: your username and password in
Log In to CloudView the CloudView Login Tab.

User Mame: | cloudview@efilecabinet.com Click Connect.

Password: |----------|

Restore CloudView Backup | 7]
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The Settings Tab allows you to
tell the system when you want it
to back up your database files.

CloudView Backup

Status | Settings | CloudView Login

You can choose what time of
day you want the backup to run.
Your databases backup will
occur every 24 hours from the
time specified in the date box.
Your files will be backed up in
real time.

Legin Successful

Back up starting on:

Thursday, January 22, 2015 12:00:00 AM EZ|

Back Up Mow

Click Start Backup to do an
initial backup of your databases
and to add all of your cabinets,
drawers, folders, and files into
the backup queue.

Restore CloudView Backup | [7] | Start Backup | | Close

You can force the system to
back up your databases
immediately at any time by
clicking Back Up Now.

You will see a message that
informs you that it may take
some time to perform the

Clear Backup Queue Confirm

The initialization of your backup may take some time; we recommend that all

users be out of the systern until this process is completed. Any items in your baCkUp initialization. It may
current backup queue will be cleared. Do you wish to continue? take several hours depending
on the amount of data you
oK Cancel have.

The second part of the
message says that any items
that are left over from a
previous connection will be
removed from the backup
queue.

Click OK.
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Purge CloudView Account? .
The next message will ask you
if you want to purge any existing
If your CloudView account has any existing backups, you can choose to purge H H
them and start fresh. Click "Yes" to purge your CloudView account or click "MNo" Informa_tlon from your
to keep any existing backups. CloudView account. If you ever

disconnect your account, you
will lose the connections that
are needed between your
databases and your files. It will
have to re-establish these links
every time you reconnect, so
you will get duplicate
cabinets/files in your CloudView
account. Purging your account
is the only way to eliminate
duplicates.

_ This screen will display while
CloudView Backup your databases are being

St : backed up and your cabinets,
drawers, folders, and files are
being added to the backup
queue.

This may take several hours,
depending on the size of your

Initializing new backup set...
i 9 S data.
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The Status Tab shows the date

Stotus [ Sertince | CloudView Lo and time of the last successful
e & backup of the databases, any

Last successful backup: Mo backup has been performed. items that are still in the queue
Backup Queue to be uploaded to the backup
Name Action Status site, and an option to view the
Former Clients Create Queued history Of a” baCkUp aCtiVitieS.
George Washington Create CQueued

Current Clients Create CQueued Any ﬁles that are added'

e e mocifed,ordeleted i

- — — eFileCabinet will be added to
2012 Create Queued this queue with the appropriate
2010 Create Queued action to ensure that the data in
2 Ereate Queued your CloudView account is

2012 Create Queued current.

2013 Create Queued

2014 Create Queued .

Tax Return.docx Create CQueued If you encounter any errors in
W-2.pdf Create Queued the upload, you can click on the
Cornplete Return.pdf Create Queued item to see what the issue is.

v

= < | Page: 1 of 1

5| @ Showing 44 of 44 Once that has been resolved,

click the Retry All button to

resend the failed files.
p History

| Restore CloudView Backup | (7]

You can watch the progress of
the queue by clicking on the
> = @ Refresh button.

When all files are up to date,

s : : : there will be no items listed in
tatus | Settings | CloudView Login
the Backup Queue.

Last successful backup: 1/22/2015 12:54:49 PM

Backup Queue
MName Action Status

|| |=| Page 1 of 1 = |2 @l Showing 0 of 0 | &) Retry All
Backup History

| Restore CloudView Backup | (7]
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To view the database backup

history, click Backup History in
' the Status Tab.

R — The Status Tab will change to
oudView Backup | this inf ti
Status  Settings | CloudView Login reveal this information.

Database Backup History

Date Action Status
[1/22/2015 12:54:45 PM Backup Success
[<| < Page: 1 of 1 | |=

| Restore CloudView Backup | @

Last Updated 1/29/2015 10:54:40 AM by [VBagley] Page 7 of 14

© 2014 eFileCabinet. All rights reserved. This publication contains proprietary information not to be distributed outside of
eFileCabinet. This document, in whole or in part, must not be reproduced in any form without the express written permission of
eFileCabinet.



BFileCabinet:

2.@Ol oudVi ew

Introduction: The backed-up data is saved in your eFileCabinet CloudView account. You can see your
databases in the DB folder, and your cabinets and associated items will be backed up to corresponding

cabinets.
To access your account, go to
http://online.efilecabinet.com in
your preferred browser.
eFileCabinet®

| 1

SecureDrawer

Log in to eFileCabinet
Your data.

|_| Remember Username
Whenever you need it.

Forgot your password? Help

Enter your CloudView login
credentials, and click Log in to
eFileCabinet.

WIS Wil U UUWIIWII VI ST IRALGUITIEL DU VETS \UETIOU UEUW )] GiU U IS S8TVIVE 101 1IN,
re-location and other purposes which will periodically be necessary. Unintended interruptions and
unscheduled downtime may also occur and are not a breach of this Agreement

2 Your Data. You may only use Your Data with the Service. “Your Data™ means your electronic
data, or data legitimately used by you personally or by your business, that is transmitted to
aFilaCahinat Sarvers (defined helow) as nar of tha licansad 11se of the Servies Transmissian of || ¥

View as PDF

Continue

|| T ACCEPT THE TERMS

The first time you log in to your
account, you will be shown the
Terms of Service for eFileCabinet.
Please review these, click the |
ACCEPT THE TERMS checkbox,
and then click Continue.

Choose a secret question: [ Write my own question... - ]

Your secret question: ‘ ‘

Your secret answer: ‘ ‘

You will be prompted to enter a
Security Question to help identify
you in the event you forget your
password.

You can choose a predefined
guestion from the dropdown list,
or you can choose your own.

Enter the information, then click
Save.
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Yy GO AISNBS . . 22 L 7530 sk ® From the Welcome Screen, click
g Saned on the small cabinet icon at the
=T e e bottom left to see your cabinets.

% Support

Mﬁ'ﬂbu}"

eFileCabinet CloudView Your backed-up cabinets will be
shown in the pane on the left. The

B « L Cabinets _ca_binet_structL_Jre is similar to what
= . is in eFileCabinet.
| Search Drawers | (i 4 IJ;']_‘_:“"E“': Clients
v B Current Clients 4 (@ Abrsham Lincoln The cabinets, drawers, and
v (@ Abraham Lincoln (J 2010 folders listed correspond to your
o 2010 J 2011 cabinets and other items in
o 2011 () 2012 eFileCabinet. There is also a new
2012 J 2013 cabinet called DB.
2013 J 2014
J 2014 » [P DB
v |:L;| Farmer Clients 4 [ Former Clients
v @ George Washington 4 (gl George Washington
J 2010 {J 2010
2011 O 2011
J 2012 L) 2012
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You can preview files by
navigating or searching for the file
I and then clicking on it. The
preview will display in the pane on
the right.

You can download individual files
. G by clicking on the Download Icon
from the Home Tab. Files will be
=mail Download downl oaded to yo

default download location.

Share

In addition to accessing your

CloudView account via the

1 the D ol Internet, you can download the
mobile app for eFileCabinet

Online and view your information

on the go.

E :ff\pp Store
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3.Mestor e

Introduction: In the event of a catastrophic failure, you can restore your lost data from your CloudView

backups.l't i s recommended that you tearna 87&-674-5565Fdr1 e Cabi net 6s
assistance; however, the following steps may be taken by an experienced IT professional to complete the

restore.

_ There are two ways to restore your
CloudView Backup backed-up data. The first is to click

Status  Settings | CloudView Login on the Restore CloudView Backup
Icon located on any of the tabs in
Lag In to CloudView the CloudView Backup Windows.

Note: To do a restore, do not log in
to your CloudView account at this
Password:  [esesssssss point.

User Mame: | cloudview@efilecabinet.com

Restore CloudView Backup | (7]

The second way is to right-click on
the eFileCabinet Server Icon
located in the System Tray of the
computer you have the Server
installed on.

Server Info

Client

Restore CloudView Backup

CloudView Help
From this list, click Restore

Stop CloudView Backup.
Restart
w 9
Hide Tray lcon
e 8
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Q@ eFileCabinet 2015 Server Wizard o =
3 Login — - —
5 pasewor | |_cFleCabinet data was found to already exist. In order to continue you must supply the Administrator password.
i@ server Settings
& veers Account Name:
Be=
abinets

] Profiles Password

Fiisne L 1

Enter your eFileCabinet
Administrator password.

Click Next.

@ eFileCabinet 2015 Server Wizard - =
4, Administrator Password - -
8 ServerSers Y Administrator is an account that can be used to gain aecess to all server settings. Please enter the
erver settings / password for your Administrator account (unless it has already been set). It is strongly
& sers / ' encouraged that you remember your Administrator password and record it in a safe location.
1@ Cabinets
[E] Profiles .
Finished

Account Name:

FOlls
£
i
i

Re-Enter Password:

[ Show Password Characters

Restore From Backup

Click the Restore From Backup
button.

/% To restore from your CloudView Backup, enter your credentials below.

UserName:

Enter Password:

| Begin Restore ‘ ‘ Cancel

Enter the CloudView account login
credentials that you used to connect
the backup initiially.

Click Begin Restore.

Please Select The Date you wish to backup to:

Backup Date

11/25/2014 8:45:50 AM

It will list the dates of the 5 most
recent database backups. The more
recent the date is, the more
accurate your restore will be.

Click on the date you want your
database to restore to.
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It will automatically begin the

File Name Status Progress

UserTables.DB Downlosded [ ] restore process by downloading the
CabinetTablesDE  Downloaded ] databases and then importing them

DocTablesDE Downioaded ] back into eFileCabinet. You can see
TemplateTablesDE - Downleading.. the progress in the Status column.

FtsQueueTables.DB
OcrQueueTables.DE

AudilogTables D8 Please be patient and wait during

this process.

|

When it is completed, you will see a
pop-up message that lets you know
the restore is complete.

Database Restore Complete

Database Restore is Complete, Files will be downloaded over time in the
background if available.

Please keep in mind that your files
will be downloaded and restored
over time. This is dependent on
your Internet connection speed.

Click OK.
. You can see your restored cabinets,
Cabinets “
drawers, and folders as soon as you
|Sear5" Drawers | » |0g in.

v LJJ Current Clients
v H Abraham Lincoln
J 2010
J20m
J 2012
J 2013
J 2014
v LJ,:I Former Clients
L H George Washington
J 2010
J 2011
J 2012
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To view the status of your files, go
back to the Backup Icon from the
Administration Tab. This will show
your files in the backup queue that
are ready to be downloaded.

Once a file is downloaded, you can
interact with it normally.

Note: If a file was changed after the
databases were backed up, that file
will be stored in CloudView, but it
will not automatically download into
eFileCabinet as part of the restore
process. You can download those
files from CloudView and manually
put them back into eFileCabinet.
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