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Backup:
Making a backup of your data is essential to ensure you have a secure copy of your data saved on 
your computer, external hard drive or a CD. 
Hardware failure and physical damage from natural causes can occur, therefore we advise that 
multiple copies are saved to different locations.
It is essential to have a backup routine in place to ensure that backups are created regularly.
The backup will be date stamped to ensure that you restore the correct backup and do not 
overwrite previous backups.

We recommend the following backup regime:
•	 	Daily	backups:		Made	onto	separate	devices	on	a	daily	basis.	This	will	prevent	you	from	

overwriting yesterday’s backup with today’s backup. Using this strategy, you can go back 5 
working days.

•	 	Weekly	backups:		Made	onto	separate	devices	on	the	last	day	of	each	week.	This	will	allow	you	
to go back a few weeks.

•	 	Monthly	backups:	Made	onto	separate	devices	on	the	last	day	of	every	month.	These	backups	
will be kept for at least one financial year.

•	 Year	End	backup:	Will	be	made	onto	a	separate	device.	This	backup	will	be	kept	forever.	

NOTE: Third party companies are available to assist with automatic backup 
functionalities. This software will instruct the system to perform backups at night or 
after normal working hours. Sage Pastel Iron Tree is one of the third party companies 
that can be contacted for this functionality.  
For more details about Pastel IronTree, visit www.pastelirontree.co.za

The backup process:
Ensure all users are logged out of the company before making a backup.
1. Go to File > Backup
2.	 In	the	“Verify	Method”	frame,	select	the	option	to	“Ensure	Files	Readable”	or	“No	Checking”.
 

3.  Select the “Image” block if have images that needs to be included in the backup, if you do not 
have any, deselect this option.

  Images can be added to various master file records in your Sage Pastel Company. If you do 
have images, they will be saved in a sub-folder beneath the data folder. This folder can be very 
large	relative	to	the	size	of	the	rest	of	the	data.	You	have	the	option	to	include	or	exclude	the	
images folder in your backup. 

No Checking: 
This option backs up without 
verifying the integrity of the data.

Ensure Files Readable: 
This option verifies that your data 
is readable prior to performing 
the backup. 
Note	that	this	option	does	no	
internal checking of the integrity 
of your data. If you choose this 
option, the system opens a table 
to display the results of the 
verification.
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4.	 	In	the	“Where	to	back	up	to”		frame,	browse	and	select	the	location	to	save	your	backup	to.
   The system will default to the last folder you used on the previous backup. A new folder can be 

created if you wish to save the backup in a folder.
5.   Select Process to proceed with the backup. 
	 	When	your	local	drive	is	selected	to	save	your	backup	you	will	receive	the	following	message,	

select	“Yes”	to	proceed	with	the	backup.

 

  Once the backup is completed, the system verifies that the backup is readable. Select “OK” to 
start the test operation. 

 
  Once the test is complete, the system displays the backup log file. Close the screen once 

finished. 
  

 Backup successfully created!!! 

Restore:
Restoring	of	data	might	be	necessary	when	company	data	becomes	corrupt,	hardware	failure	
occurred, if the data cannot be retrieved or computers have been stolen. 
The main purpose for restoring data will be to overwrite existing data that has become corrupt, and 
there are quite a few ways data can be restored. 
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NOTE: This process can have a serious impact on your company if you are unsure of 
the exact steps that needs to be followed. If you are unsure of this process we strongly 
recommend that you phone the Support Centre for assistance. 
Prior to restoring over existing data, you should copy or backup the actual data files, 
even if you believe they are irretrievably corrupt.

The Restore process
1. Overwriting data in an existing company:
In order to restore data from a backup you would need to log into the company.

1. Select File > Restore
  Sage Pastel will automatically pick up any backup that has been created on the computer or 

on the external drives. 
	 	You	will	be	able	to	select	the	most	recent	backup	due	to	the	date	and	time	stamp	visible	on	the	

backup. If the backup is not in a .zip folder it will not be visible in the “Backed Up Files” column.
 

2. Select the backup you wish to restore and ensure that the backup is highlighted in blue. 

  

3.	 	Select	Process	to	confirm	the	operation.	You	will	receive	a	warning	message	if	you	are	
restoring	from	your	local	drive,	select	“Yes”	to	proceed	with	the	restore	process.	

  
	 	You	will	receive	another	warning	message,	advising	you	that	you	will	be	restoring	live	data,	

select “OK” to proceed. 
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4.  Log back into the company and confirm that the necessary changes have been made to your 
data. 

Unable to log into your company:
This procedure needs to be followed if you are unable to open the company in Sage Pastel due to 
corruption.
Ensure	that	you	are	working	on	the	server.	

1.	 	Locate	the	backup.	The	backup	will	be	in	a	.zip	folder.	Right	click	on	that	folder	and	select	
extract all. This will create a folder containing the company data. 

 

2.	 	Right	click	on	the	folder	and	select	“Rename”.	Remove	all	the	information	in	brackets,	only	the	
company name should appear. 

3. Copy the folder and paste it inside your Pastel14/ Xpress14 folder.
4. Open Sage Pastel 
5. Select File > Open > Add Company > Add Company. Browse for the company you wish to add.
6. Double click on the company folder and select “OK”.

7. Select “OK” to confirm the operation.
8.	 	Select	“Close”	and	open	the	company	you	just	added.	Ensure	this	is	the	correct	data	that	has	

been restored.


