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Backing up
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1. Step 1: Compact your SAFE Database.  This process should be performed at least once a month.  It will compact the data file to it’s smallest size 
to help conserve room on the storage device.

2. Step 2: The “From” field is where your SAFE Database is located.  The “To” field refers to the location the database will be sent.  If you are using 
the Standalone version (non-Access version), then you will have to manually type into the field where you want to send it ( ex: F:\ ).  If you are 
using the Access-based version, then simply click on the “To” button and browse for the location of the storage device.  Once found, double click 
on it and the device drive letter will appear in the white portion of the “To” field.

3. Step 3: Click the “Backup Safe” button to send a copy of the SAFE DB and the SAFE Work (security) files to the designated device location.

* The Backup procedure DOES NOT backup the entire SAFE folder.
It creates a copy of the SAFE DB and SAFE Work files and renames them with the
Current date and time.  Example

BEST DEVICES: We do not recommend using a CD-R or CD-Rw for backing up your data.  
CD’s are often faulty, unreliable, delicate, and not durable.  We recommend the following 
alternatives:

USB Flash drives: These new devices are GREAT!  They are very portable, durable, 
and format themselves on most computers.  The only drawback is that they 
are SO easy to transport, you may misplace them!

External Hard Drives: This is a bigger (and more expensive) version of the USB 
Flash Drive.  It will hold a lot of data and will keep your files safe from a 
computer melt-down.  Don’t just rely on this device however, they can 
overheat and become useless.

Zip disks: Older technology.  They are slower and don’t hold as much as the newer 
external hard drives.  They are, however a great option when you are using 
older systems that may not work well with the later Windows Operating 
systems.

Main Menu:  Backup and Compacting the Database

Backup your data with ease.  Safe will automatically know where your database is (Access Version or Stand-alone).  
Simply select the location that you want your information copied to. 

IMPORTANT NOTE:  Microsoft Access cannot SYNCHRONIZE DATA.  In other words, you cannot add data in on your laptop with a copy of SAFE while your office person adds data to the SAFE Program in the office.  
One database will override the other when merged, thus loosing the data from one database.  If you are networking your Laptop and your Server over a wireless Network, you will be simply using ONE database 
(placed on the server).
Prices for these Storage Devices vary depending on the storage capacity.  Check your local computer store for current prices. Many computers come standard with external USB Ports for Data Storage devices and 
other equipment connections, however, please make sure your computer has one of these connections before your purchase.  

Additional 
Help Pages

Backup Process: It is recommended that you backup at least once 

a week.  Most companies backup at least once a day to ensure they 
are up to date or don’t have to reload a lot of data if their computer 
crashes.  Here are the steps to backing up the SAFE Database.

http://accessories.us.dell.com/sna/productdetail.aspx?c=us&l=en&s=dhs&cs=19&sku=A0408993&category_id=5683
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Switching Company Names
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Main Menu – Changing Company names
 Click on the “Change Co. Names” button.  Use this if you want to change your company’s name to show on all documents.

 The name change will show instantly after clicking “Save and Exit” to apply the name change. 

Initial Setup during Installation:  You type in your Default company 
name and all other company names that you will be using in SAFE.

Name Changes for Documents:  You can also change your name before 
printing out many documents in SAFE.  Note that financials are not 
sorted by company names – they are all grouped together under your 
default company name.
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