Archival Procedures for Computer HISTORY

HISTORY has a weekly archival program that saves critical website information.  Each week, it will either automatically archive the information on Saturday mornings at 1:00 AM or remind you to manually start the archival process the next time you log on to the computer.

AUTOMATIC ARCHIVAL

If the HISTORY computer is operating and the administrator is logged-on, the archival process will automatically start at 0100 Saturday.  The administrator may log on and lock the terminal for security using these procedures:

· LOCK Procedure

· Press the following three keys together at the same time:  Ctrl, Alt, Delete.

· At the pop-up window, please click on the Lock button.
· UNLOCK Procedure

· Press the following three keys together at the same time:  Ctrl, Alt, Delete.

· At the pop-up window, please enter your User ID and Password to unlock the terminal.

MANUAL ARCHIVAL
If the HISTORY computer is logged off on Saturday morning, the archival program may not run at the scheduled time at 1:00 AM Saturday.  If so, a reminder will appear the next time the administrator logs on.

· Reminder
· When the administrator next logs in, a pop-up window will appear warning that the archival process, known as Karen’s Replicator, failed to run.  It will provide the option to run the archival process manually.

· Please click the button to Run Job Now.

· Anytime Archival
· Double-click the red desktop icon with the white K.  This will activate the archival program, known as Karen’s Replicator.

· Click on the button to Run Job Now.

