TOPS Internet Backup: Quick Setup
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TOPS Internet Backup: Quick Setup

Overview

The TOPS Internet Backup Service boasts a number of festures. Every feature in the TOPS
Internet Backup Service has been specifically designed to make backing up your data easy, sdfe,
and secure. Here are the features that set the TOPS Internet Backup Service gpart from any of its
competition:

z#s Easy Setup: The TOPS Internet Backup Service is fully automated. All you have to do is
take five minutesto st it up, and the system does the rest.

%5 Scheduling Tools: The Scheduling Tools in the TOPS Internet Backup Service dlow
you to set automatic backup schedules and types of backups (daily, weekly,
monthly, yeerly)

£ Online Adminigration: The TOPS Internet Backup Service Adminigtration Tools dlow
you to manage your backups (add communities, delete backups) and see the
space used.

%< File Compresson: Each time you backup your community data, the TOPS Internet
Backup Service compresses your data to a smaler, more compact file size.
This data @mpression is performed prior to the upload of your backup data,
insuring that your backup data will be as smal as possble Data usudly
compress 20% to 40% of its origina size.

## Redundant Backups. Based on the schedule that you set, your computer will connect to
the Internet, compress the community files that will be backed up, and upload
those compressed files to an offste Internet server. Once per night, that
server isautomaticaly backed up to a server a TOPS corporate headquarters.

s Easy Restore Process:. The TOPS Internet Backup Service rstore software allows you to
decompress a backup and download it back to your computer. Since your
data is being backed up through TOPS, it is very easy to restore just the files
you need. In fact, you could even use the TOPS Internet Backup Service as a
method of sharing community data between offices. Smply backup data
from your main office, and restore it to aremote office.

z# Backup Support: TOPS Software will provide support on backups based on your
Maintenance Support Agreement (MSA). Please see the support section of
our corporate web dte for more information on Maintenance Support
Agreements.
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Run the Setup Wizard

I nstruction

[Hlustration

1. Open TOPS 2000™, any community.
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3. If prompted, enter your TOPS Client ID.

from TOPS Software. (e.g.WD123)

Your Client ID can be found on any support bill sent to you

TOPS WEB Backup x|

Pleaze enter your Client ID provided by TOPS
Software.

0K I Cancel

4. Click Run Wizard.

familiar with the backup interface.

Since thisis your first time running TOPS Internet Backup
Service a welcome splash screen will appear and give you
the opportunity to run the Setup Wizard.

If you prefer to set up the Internet Backup Service
manually, you may click Skip Wizard. However, we do not
recommend that you skip the wizard unlessyou are already
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then continue to step 5.

As soon as the wizard has begun, you will be prompted to define the options you wish to use for
your online backups. Please see next page for an explanation of predefined backup schemes, and
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Run the Setup Wizard Manually

If you inadvertently closed the wizard before you were done, or wish to activate it again later,
follow these steps to re-run the Internet Backup Service wizard:

I nstruction [Hlustration

1. Open TOPS 2000™, any community. ﬂ

LCE =R L

2. From the main menu, dick I nternet, I nter net /2000 - 0131 /2000
| Inberrest  Window  Help

Backup Service, and Run Wizard. et Ward

Inbamet Conirol Center
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Backup Schemes

The TOPS Internet Backup Service provides you with a number of available backup schemes to
accommodate your every backup need. Backup schemes consst of a number of daily, weekly,
monthly, and yearly backups. If you do not wish to use a predefined scheme, you may choose to
creste your own custom scheme. Following is an explanation of the available schemes:

Scheme Name Daily = Weekly Monthly Yearly‘

Suggested Backup
Upon reaching the sixth day, TOPS Internet Backup 5 2 2 1
will overwrite day one, etc. The year counter will
commence when you first run the backup.

Good Protection
Upon reaching the sixth day, TOPS Internet Backup 5 1 1 2
will overwrite day one, etc. The year counter will
commence when you first run the backup.

Maximum Protection
Upon reaching the eighth day, TOPS Internet Backup 7 5 12 5
will overwrite day one, etc. The year counter will
commence when you first run the backup.

One Day Backup

Previous day’s backup will be overwritten at the next 1 0 0 0
scheduled online backup.

Daily Backup
Upon reaching the sixth day, TOPS Internet Backup 5 1 0 0
will overwrite day one, etc.

Weekly Backup
Upon reaching the fifth week, TOPS Internet Backup 0 4 1 1
will overwrite week one, etc. The year counter will
commence when you first run the backup.

Monthly Backup
Upon reaching the thirteenth month, TOPS Internet 0 0 12 2
Backup will overwrite month one, etc. The year
counter will commence when you first run the backup.

Yealy Only

The year counter will commence when you first run 0 0 0 1
the backup.
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Define Backup Options

Instruction [llustration

1. From the main backup menu, dick Default
Options. [Defautt Options||
If you are running the setup wizard, you can go directly
to step two.

2. Click the down arrow next to Custom Schemeto R
select a Schedule Scheme. i e
After choosing a predefined scheme, you may ‘tweak’ it Suggested Backup
by selecting custom scheme again. This will open the Elun_d Pm'g“t't"'::t.
fields for Daily, Weekly, Monthly, and Yearly so that you oA Feroanon

; One Day Backup
may edit them. p
Daily Backup
Weekly Backup
Monthly Backup

3. You may choose to make yearly backups

permanent o that they are not overwritten the next R

. early Backups are Permanent
year. If you wish to do so, check the box labeled | bk
‘Y early Backups are Permanent’.

4. Check the boxes under ‘Filesto Includein Files To Include in Backups

Backups’ to sdect which modules and files you et b E Yty o
1 i i i ~ WEH Feparls I Pool Pas
wish to include in your backup files. s e
The options you select here apply to ALL communities g-?;ﬁssfﬁéw Eng.iﬁéeé;m
that you backup using the TOPS Internet Backup Service.

5. If you wish to protect your backup files so that
only those with an gppropriate password may
retore backup files, check the box labeled [~ Password Protect Backup files |
‘Password Protect Backup Files', and enter a _

. ) . Fassword: |
password in the password and verify PW fields.
Werify PW! I
The password you select here applies to ALL
communities that you backup using the TOPS Internet
Backup Service.
6. Click OK. ' OK
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Selecting Communities

The TOPS Internet Backup Service dlows you to define which communities you wish to
perform backups on. Keep in mind that the settings that you defined earlier under Backup

Options goply to every community you sdect in this section.

Define Communities to Backup

I nstruction

Ilustration

1. From the main backup menu, click Activate
Communities.

If you are running the setup wizard, you can go directly
to step two.

[Activate Communities]

2. Click to place a checkmark next to the
communities that you wish to backup.

Activate Communities

_| D | Community Name !
If you wish to select all of your communities, you may “SF | TOPS System Files
click the Select All button at the bottom of the screen. If 0 oo s MBLE SR |
. . O o SHOWCASE COMNDORIMNILIR
you change your mind, click the Unselect All button. 0O o3 DABMNSTOWN TOWNHOMES
We highly recommend that you backup your TOPS O o4 MEVERWINTER ROADS
System Files along with community files to insure that O o3 BALDER'S GATE
community data will restore properly. O CR  BRENTWOOD VILLAS
O o1 DARKSUN DUMNES
O D41 FINE FOREST CABINS
O D42 0OaAKLAND DALE
O D43  LAKE OWER THE RIVER
o Select Al I = Qn-SeIectAIII 3 Save
3. Click Save. soe

Once you have saved your settings, the wizard will bring you to the
Web Backup Status screen to begin your first Internet Backups.
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Data Compression

Each time you backup your community data, the TOPS Internet Backup Service compresses your
data to a smaler, more compact file Sze. This data compression is performed prior to the upload
of your backup data, insuring that your backup data will be as smdl as possble Data usudly
compress 20% to 40% of its origind sze.

Not only does this compresson make backups and restores sgnificantly faster, it dso lowers the
cost of your backup subscriptions. Since you pay for storage space used, the less space your data
take up, the better. So, for example, an average community file taking up 10MB of disk space on
your data server woud compress to gpproximately 3MB.

Backup your Files for the First Time
Instruction [lustration

1. From the main backup menu, click M ake
Backups. [Make Backups|

If you are running the setup wizard, you can go
directly to step two.

2. Note that the backup status screen will display WEB Backup Status
- IF  Desceiption T ype Status
dl Of yOUI' m‘ldlng béCkUpS fOI’ e/ay H¥ Hanwal Dackup Bailw Pending
community. Ensure that these settings are E (100 Rawton Viley Wiy Dendiey

correct. If you do not wish to make one of the
backups at this time, uncheck the box next to
the community ID.

3. Click Begin.  Doon '|

You must be connected to the Internet at thistime. I
you are not already connected, the TOPS Internet
Backup Service will initiate an Internet connection

prompt.

4. The TOPS Internet Backup Service will Status _
compress dl files prior to uploading the Compressing Ml den
backup files. Thisinsures that the amount of Pending
gpace your filestake up onlineis aslittle as
possible.

5. Wait until the Internet Backup is completely Done <B.98 MB>
done. You will see‘Done’ and the number of
megabytes the backup files are in the status '
column next to every community name.

6. Click the Close button. 1 Close ||

7. Click Exit to close the TOPS Internet Backup _|of x
Service. Help
This completes your setup for TOPS Internet backup ‘

Service.
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View and Edit Existing Backup Files

Y ou may view existing backups that have been made for each individual community.

Instruction [llustration

1. From the main community list, double dick e T Conmuiy Name Daky
on the name of the community for which you “SF TOPS System Files 1af1
wish to view backed up files. SAMPLE CONDOMINIUM

backup file currently being stored online.

Additionaly, you may edit the backup fileto
more correctly diginguish thefile. This
includes dtering the name of the file, and
redefining whet type of fileit is (daily,
weekly, etc.)

Alternatively, you can single click on the backup file
and click “ Edit Backup”

2. Notethat theli fil ntains al back
otethat thelist of files contains all backups XX - SAMPLE CONDOMINIUM -
currently stored online for this community, as
well asal pending backups for this Tupe | Date | Time | Descrp
i G aily THAFEG0E S 0856 PR Manual
community.
ty feekly 2032003 1252258 | Manual
If you wish to view further information on a specific tanthly 2/3/2003 125230 4M | Manual
backup file, continue on to step three. Tearly 2/3/2003 125244 AM - Manual
Permanent 24342003 125240 80 Manual
3. Double dlick the backup you wish to view or
edit. .
Edit Backup
i . Eiscdsup Dascripdan: lm
In the Edit Backup screen, you can view T e T e
additiona information on the backup file, Beckup Date: /2472003 Tene 3 00-36 P
including the date and time the backup was Backup Sice: 981,259 KB
made, and the actual size, in kilobytes, of the o OF f Beiee | X Cocel

You may aso choose to restore the
individua backup file from the edit
backup screen by  dlicking  the
“Restore” button here.
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Restore a Backup File

Y ou may view existing backups that have been made for each individua community.

Instruction [lustration
click on the name of the community for “SF TOPS System Files 10f1
which you wish to view backed up files. SAMPLE CONDOMIMILIM | 1of1

2. Click on the backed up file that you wish
to restore.

D escrighion | Shatus [
2083 PM | Manual Backup

1252254  Manual Backup Pending
125230 AM  Manual Backup  Pending

[ ale Time

[ 1./242003
20352003
2/3/2003

3. Click Restore Backup

Festare Backup

4. Confirm that the file settings are correct,
and that thisis, in fact, the backup file that
you wish to restore.

Restore Backup
Cammunity 304 - SAMPLE CONDOMINIUM

Backuep Descnption: Manual Backup

Backep DateyTima, 172472003 3:08:36 PM Backup Tvoe:Daily

5. Enter acommunity 1D that you wish the
backup to restore into.

IMPORTANT NOTE: Restoring backed
up filesinto an exising community folder
will overwrite the files currently in that
community folder. If you wish to restore to
an dternate community 1D (such as XX1),
smply enter the new 1D into the ‘ Restore
to Folder’ field.

WARMIMNG! This [alder already exists!
Fesiore o FDIdBr:Fv:- L
Festoring hese file= will croenarte current fles

6. Check the boxesfor thefile typesyou wish
to restore. If you wish to restore dl of the
filestha wereincluded in the origind
backup, click *Check All’.

The restore will only overwrite files that are
actually contained in the backup. If the files
were not backed up originally, your existing
fileswill not be overwritten.

Files To Include in Restore

™ Crwmir & Accounting ™ Lhilisy Billing

™ Sposled Repots [ Forn Laters

™ WEB Repors I Pool Fass

™ ‘Work Orders I CCR

[ Gabe Secunty ™ Community Fact Sheet

[~ TOFSMOB I~ Archives [ZIF, ARC. RAR.

7. Click Restore.

l o Bestore Il

8. If the backup file has been password
protected, enter the password now. If there
IS no password defined, skip to step 9.

This Community Backup Up File is password
* protected. Flease enter the passward below,

X Cancel |

—

TOPS Internet Backup Service
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Instruction

[llustration

9. Pleasewait while the restore is performed.
The Restore Status areawill display the
datus of the download.

Cammunity: 2 - SAMPLE CONDOMINIUM
Backup Dezcnption: Mool Backap
Eackup Dete/Tire: /2472003 30836 PM Backis Type Dalky

Fimstora 1o Foldar <
Flastore Status
Davenloeding Cammunity

|Prastarig Files:

10. Click OK once the restore confirmation
has been compl eted.

11. Click Done to close the TOPS Internet
Backup Service Window.

Cane
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