Specsintact eLearning Modules Transcript

Module: Chapter 8 - Backup A Job

This transcript provides the text from the corresponding el.earning Module. Screenshots have been added as a visual aid however, we

highly recommend that you view the corresponding el.earning Module for in-depth visual representation of the subject matter.

00:00:00,000 --> 00:01:04,766

In this module, we will focus on the steps required to Back up a Job. Backing up a Job only takes a fraction of your time, but can
potentially save you countless hours of work and stress in the event a Job disappears either due to a hardware failure or because it was
unintentionally moved or deleted from a network drive. Since most Jobs require Revisions to show the text that has been added or
deleted, you should always backup the Job before Executing the Revisions, since this will permanently delete the redlined text. You should
ALWAYS Backup your Job either at the end of the day or as soon as you have finished editing a particular Job. In addition, you should
ALWAYS Backup the job prior to Executing Revisions! Remember it only takes a minute!
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00:01:04,766 --> 00:07:19,766

Let's get started! | am going to use my Training Job to demonstrate this feature. There are a couple of ways to Backup a Job. You can
go to the File Menu and select Backup/Restore/Manage,
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Or you can right-click on your Job and select Backup/Restore/Manage.
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When the Backup and Restore dialog box opens, nofice that we are positioned on the Backup Tab, Jobs Tab and the Job we right-clicked

on is selected and highlighted in gray.
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If this wasn't the job you intended to Backup, simply select the correct one. Below ‘Include in Backup' you have the option to backup the
Processed Files, PDF Files and/or Word Files. For this lesson, | am going to choose PDF Files and Word Files.
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The selections you choose, will be retained as the new backup defaults. Choosing the Backup To (Destination) is extremely important.
You should always backup the Job to a different location other than where the Job currently resides. In this case, my job resides on my
local drive so | am going to Backup my Job to the H: Drive.
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If I had already created a Backup destination, | would navigate to the folder by double-clicking on the root folder H:\ and then double-
click on each of the folders unfil | reached the backup destination. Once | was there, the path would be displayed below the Backup
Path.

& Specsintact - TRANINGIOB - [m]
File Sections Process View Tooks Setup Help
[Avalstie Propcts [Comtents of TRAMNGIOB - My Job | Am Creating So | Can Loarn How 10 Uaster Specsmtact
5 I Jobs Name [ Tee | Date Modtied | Specifier | Sectonpate |
% @l TRANNGIOB 007301 SUPPLEMENTARY CONDITIONS FOR GUANTANANO BAY PROJECTS 32117 251 pm )
) R Masters 011100[ & Backup and Restore X |443pm oans
5 [l TRANNGUASTER 0132 16/ 952 am o215
i ves 013300 Backup | Restore / Mansge| 4:43 pm ot
013813 o 251 pm 1
Blo14z00| Mosters Jobs | ot s | Backup To Destinaton) 10:19 am 114
023200 Diive: |52 (ks hdocieVMESS | v] 251 pm 0510
026500| | Mame | Job Tite | Folder 443 pm 0210
028233 [ TRAININGIOB My Job | Am Croaing d 952 9m o/
028313 p 052 am 0w
03 1500, 253 pm o814
033000 9:52am o514
1042000 251 pm 1ns
124800, 952 am 104
17102 9:52 am o1s
Backup Path
< 1 > fht
R e
o i [E=F
8 Fae 'ﬁm © NomalFomat @ Archive Zp) Fomat
¥ FOF Fles E £ SR
I Delele Evinting Fies 1 Bockisp Direchony
I 0K | Cocel Help
TRANNGIOB | My Job | Am Cresting So | Can Lear How 8o Master Specsintsct {15 Fles | 3262017 | S45PM

SPECSINTACT



Since this is the first time | have Backed up a Job, we need to establish a new folder. | am going to place my cursor in the Backup Path
field, following H:\ and type Specsintact Backups followed by a backslash and Training Job. This will create two folders below the root
folder on the H: Drive.
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Below the Backup Type you have two options, Normal Backup and Archive (Zip) Format. The Normal Backup is for backward compatibility
with older versions and no longer used, so you always want to use the default Archive (Zip) Format. Now that we have made the
selections we want for this Backup, let's select OK.
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Immediately, a Create Backup Directory message box will appear asking to create the new folder, let’s select Yes.
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Once the backup is complete, another message box will appear letting you know that the backup to zip file TRAININGJOB_J.ZIP

completed and you can restore the file from the ‘Restore’ tab.
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Before we select OK, I'd like to talk about the filename for the backup. The file name will begin with the name of the Job you are backing
up, which in this case is “TRAININGJOB", followed by an “underscore J.zip", which indicates this is a backup of a “Job."”
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If we had backed up a Master, it would reflect ‘underscore M.zip
select OK.

. Now that we understand the naming convention of the backups, let's
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Before we continue, | would like to talk about different methods for managing your backups. You can easily backup a Job incrementally
by choosing not to overwrite an existing backup when the backup is in the same location. In this case you would receive a message
stating that a backup file named TRAININGJOB_J.ZIP already exist, and asks if you want to overwrite the file. If you choose Yes, the file will
be overwritten. If you choose No, then when the backup file is created, it would be named TRAININGJOB_J1.ZIP. The newest backup
would be indicated by the highest number in the filename. This is how you would create incremental backups.
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Now I'd like to demonstrate how you can use the Backup Feature to manage your backups using an organized folder structure. This
function can also be extremely helpful in tracking the different phases of the project. To do this, we are going fo right-click on the Job and
select Backup/Restore/Manage.
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Before we continue, | want to bring your attention to the Include in Backup section. If you nofice, the two options were selected during
the previous backup are now selected by default. The last chosen selections will then become the new defaults.
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Below Backup To (Destination), we are already positioned in the Backup folder for the “Training Job™ since this was the Job | backed up
last. This time we want to create new folder so again | am going to place my cursor at the end of the Backup Path and enter 30 Percent,
which will create a folder named “30 Percent". Before, we continue with this backup, I'd like to point out that you use the Backup Path to
create as many folders as you'd like in order to have backups for each phase of the Job such as 60 Percent, 90 Percent and Final. This will
allow you to keep your backups at each phase of the project. To confinue, let’s select OK.
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Again, the Create Backup Directory message box will appear asking to create the new folder, so | am going to select Yes.

‘ Specsintact - TRAINING

File Sections Process View Tooks Setup Help

= R

A vatsbie Progcts of TRANNGIOB - lly. 350 1ConL o Master
- Jobs | Tee | Date Moafied | Specitier | SectonDste |
Bagm 007301 SUPPL BAY 21117 251 pm 0808
s 011100/ & 5yciup and Restare X [443pm ou1s
) Ml TRANNGUASTER peese | 9529m o215
© I UFes 013300 Backp | Restore /Mansps| 443pm o5t
013813 R 251 pm 1
ot a0, Mesers Jobs | OerFies | ‘ 8ackup To [Destination) 1| Ho19am e
023200 Drive: |52 1 ks bdcmesfieUMCSS. | v 251 pm 0w10
026500) Y Name ___ [ dob Tt g 443 pm 20
028233, | TRAININGIOS My Job | A Creating S0 | Can Leam Hc d 952 0m o1
0283 134 952 8m ot
021500, 3 Specilrtact Backups 253pm osne
033000 952 m osi1e
042000 251pm 118
124800 952am 104
BMR 9528m o215
Back: -
<1 si| | W Create Backup Directory?
[l
Ty v B
I Processed Fies ¥ WodFies 78 Txﬂ:;u\sv«ms"orﬂm?m\ﬂmw Job\30 Percent does not
[V POF Fles r
] |
[ TL T I
[TRANNGIOB My Job | Am Crestng So|Can Lesm How to Master Specsitact 15 Fles [3n8a0ir [ sssP
Once you receive the message stating your backup is complete, select OK.
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00:07:19,766 --> 00:08:40,866

For the final demonstration, let’s right-click on the Job and select Backup/Restore/Manage.
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As we examine the Backup To Destination, you will see we have created a nicely organized folder structure for managing and storing our

backups.
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Now we are at the Final stage of the project, so | want to make a backup of the Job that includes my Revisions, but | do not want the

backup under the 30 Percent folder so | am going to place my cursor in the Backup Path, then press the keyboards “End” key so my cursor

will be at the end of the path.
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Then | am going to backspace over the"30 Percent” folder.
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Now | am going to enter “Final followed by a backslash and Includes Revisions”. This will create two new folders below my Training Job.
Now let's select OK.
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When prompted fo create a new directory, select Yes.
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When prompted that your backup is complete, let's select OK.
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Once | have Executed the Revisions on my Job, | would use the same technique above, to back out the “Includes Revisions” folder, so the

backup without the Revisions would be located directly below the Final folder. Using this technique to create folders will help you keep

your backups well organized. This completes the lesson on the steps required to Backup a Job. To learn more, please continue to the next

module of your choice.
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Contact Information

If you need further assistance, please contact our Technical Support Desk. We will be happy to answer any questions you may have.

SpecsIntact Technical Support
Monday - Friday

8:00 AM — 4:30 PM Eastern Time
Phone: 321.867.8800

Email: KSC-Specslntact@nasa.gov

elLearning Module Notes:
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