How to Manually Backup RFMS

Overview:

This document details a procedure for manually copying RFMS from your file server to a backup directory on your local Win9x / Win2000 workstation.

Section Index:

A. Verify total size of RFMS files to be copied to your local hard drive (or Zip drive).
B. Verify adequate free space available on your local hard drive (or Zip drive) to accommodate the backup copy of RFMS.

C. Create a backup directory into which you will place a backup copy of your RFMS program and data files.

D. Insure ALL other users have exited out of RFMS and logged out from the network, then copy RFMS files from your RFMS application directory on your file server to your local workstation.

Section A.

 Verify total size of RFMS files to be copied to your local hard drive (or Zip drive).
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1. Right-click My Computer icon on your desktop.
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2. Select Explore in the resulting menu.
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3. Browse to RFMS Drive R:, right-click on Drive R:, and select Properties.
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4. Record the space occupied by the RFMS program and data files…104 Megabytes in the above example.

5. Exit back to the desktop.

Section B.

Verify adequate free space available on your local hard drive (or Zip drive) to accommodate the backup copy of RFMS.

[image: image5.png]My EDKM




6. Right-click My Computer icon on your desktop.
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7. Select Open in the resulting menu.
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8. Click View / Details.
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9. Confirm the Free Space available on your local hard drive (or Zip disk) exceeds the value recorded in step #5 above. CAUTION: Because you system always requires adequate free space available on your local hard drive to function properly, NEVER copy so many files to your hard drive as to fill it up. At a minimum, maintain at least several hundred megabytes free space available on Driver C: of your workstation at all times. In the above example there exists 424MB free space available, which is probably the least amount of free space, available one should maintain.

10. Exit back to the desktop.

Section C.

Create a backup directory into which you will place a backup copy of your RFMS program and data files.
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11. Right-click My Computer icon on your desktop.
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12. Select Explore in the resulting menu.
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13. Browse to Drive C: on your local hard drive, or the root of your Zip Drive if you plan on backing up to your Zip drive instead.
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14. Click on File / New / Folder.
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15. Rename the newly create directory to RFMS_Bkup_(current date) per above.

Section D.
Insure ALL other users have exited out of RFMS and logged out from the network, then copy RFMS files from your RFMS application directory on your file server to your local workstation.
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16. Right-click My Computer icon on your desktop.
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17. Select Explore in the resulting menu.
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18. Browse to RFMS Drive R:, then click on Drive R: in the left-hand pane to select.

19. In the right-hand pane, click on the 1st file (it will then be highlighted in blue). Hold down the Shift key on your keyboard, then scroll down to and click on the last file in the RFMS directory showing in the right-hand pane. All RFMS files will then be highlighted in blue indicating that they have been selected for copying.

20. Place your mouse cursor over the block of RFMS files just selected and highlighted in blue, then right-click and select Copy.
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21. Still using Windows Explorer, browse to the RFMS backup directory you created earlier in Section C. 
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22. Right-click on the RFMS backup directory to select. The directory will then be highlighted in blue. Select Paste and the files selected for copy in Step 20 above will be copied from the RFMS directory on your file server to the directory C:\RFMS_Bkup_9Aug02 on your local workstation.
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