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• If a process does not go as expected i.e. Year end, VAT Return 
or  importing transactions or records. 

• Disaster recovery.
- Hardware issues.
- Virus.

• Data corruption.

Note – We do not store copies of your data so it is really 
important to back up any companies you have on the 
accounts software. 

The process of a back up takes a copy of all the files that make up your company including 
logon name and passwords and consolidates them into one compressed file. This can only 
be accessed by restoring the backup into Sage 50 Accounts. 

Back up your 
data

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112238683&hypermediatext=null
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• Data Files – normal day to day processing. 

• Transaction Attachments – any documents you have added to the batch 
supplier invoice.

• Reports and Layout templates – if you have made any changes to 
customised layouts or reports.  

• Record Attachments – if you have added any attachments to customers, 
suppliers, products, bank, nominal, departments and projects. 

• Image Files – if you have added image files to your products or services. 

• Company archive – when you have taken a company archive. 

• TMail database – if you still use this function then you can include this. 
Note – A normal daily back up would 
usually be data files only. 
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• Can restore over the top of live data.
– Use with caution as this does overwrite

• Create a new company by restoring a backup.
– If you have multi-company licence

• Informs you what is included in the back up selected. 

• Login with existing login details.

Restore a 
backup

Note – To check your licence go to Help > About > Licence Information. 

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112344624
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02/02/2023
Take a data files 
only backup. 

03/02/2023
Process 200 
transactions. 

04/02/2023
Bank 
Reconciliation.

05/02/2023
Processed 50 
transactions.

06/02/2023
Added 10 new 
customer records 
and 1 supplier. 

07/02/2023
Run the VAT return 
but accidently 
reconcile..
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File > Maintenance > Check Data/Last Results 

• Check data without taking a back up.

• Access whilst other users are logged in
– if this option is turned on.

• Help centre link appears within the problem report window 
to ensure quick access to solutions. 

Checks your data for any issues and then categorises them into 
errors, warnings and comments depending on the severity. 

Check data is 
in good health

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158551
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• Automates the process 

• Takes place in the background 

• Back up more than one company at the same time. 

• Stored on the C drive of the PC where the data is stored.
- PC must be switched on, Sage does not have to be open

• Automatically checks data
– identify when data corruption occurred. 

• Only the manager logon can access this.

Note – This option should be used alongside manual back ups and not as a replacement.  

Scheduled
Back up 

Benefits & how it works

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158673
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• Sage do not store any copies of your data. 

• You can select to do a full back up or specific areas. 

• You can check your data without having to back up.

• Restore over live data or into a new company.
- overwrites live data back to the point of when the backup was taken

• Strongly advised to back up at least once a day minimum.
- frequency is based on how often you process i.e. daily processing then back up 
daily

• Schedule back up runs the process in the back ground and also checks the data when 
the machine is switched on. 

• Scheduled option can help identify when errors occurred in the data. 

Back up your 
data

Check data is 
in good health

Scheduled
Back up 

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112238683&hypermediatext=null
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158551
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112158673
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Key Topics

Company Archive 
Wednesday 1 March 2pm

Join us on this session to learn what an archive is, how and when 
they're created, how to access one and how they can be used.

VAT return 
Thursday 2 March 10am

Learn how to work through the wizard to reconcile and submit your 
VAT Return online.

Customer Records

Remittances 

Importing Records

User management

Nominal Records

Upcoming

Webinar Registration

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112239553
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We know that running a business can be tough and at Sage 
we want to help you and your business with the many 
challenges you face.

That’s why Sage goes beyond great software solutions

As a valued Sage customer and member of the Sage 
community, you'll enjoy benefits that help you and your 
business by connecting with brilliant experts and industry 
peers.

Sage is here to help you grow and your business flow.

More than just great software
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All included as a member of Sage – FREE

Being a Sage member you get great software 

solutions, expert advise to get the most from 

your solutions and more help with the business 

challenges you face.  All wrapped in the human 

touch of Sage’s community of customers, 

partners and colleagues.

Exclusive member benefits include:

Find out more about these exclusive benefits.

https://www.sage.com/en-gb/membership/
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If you want to keep up to date with Member Masterclass, why 
not have the latest talks and articles delivered to your inbox 
by subscribing to the magazine.

Member Masterclass
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As a Sage customer or partner you have automatic access to exclusive benefits, which 
includes expert human advice in Member Masterclass.

We asked customers what the most pressing issues 
and problems are that they face in their business 
and have built Member Masterclass to support you 
with the challenges you face and help your 
businesses grow.

Season 1  looks at finding and keeping great 
people, while Season 2  focuses on unlocking 
productivity.

Each season includes a keynote talk, plus new 
talks published each week alongside short articles 
providing a range of insights, advice and 
inspiration. Talks are around 15 minutes long and 
bitesize articles are only a 5-minute read.

https://www.sage.com/en-gb/blog/members/unlocking-productivity/#gate-34fe7a87-32ae-4678-87f1-13a5d4b43783
https://www.sage.com/en-gb/blog/member-masterclass/
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Thank you!
Please take a minute to complete the short exit survey as you leave.

You’ll receive a follow-up email with links to register for future webinars
and watch recordings later today.
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