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BACK UP YOUR KEY FILES (User’s Manual, pgs. 966-968)
We can’t emphasize enough the importance of backing up your data on a regular basis, preferably daily.
You should keep some of your backups off site, so that you don’t lose your data in case there is a fire or
other disaster at your office.

However, we find that many users are very lax about making backups, so version 5.1 automatically backs up
some of the key files of Welford Chart Notes into a separate location on your hard drive (or on some other
computer or device on your network). This is NOT a substitute for making regular, complete backups of
your data. Also, if you choose to back up to the same hard drive where you have Welford Chart Notes
installed, you may lose both the primary data and the backup if your hard drive is damaged or destroyed, so
it is wiser to make the backup to a different hard drive or device.

By default, the backup runs once each day, when the first user on that date launches the program.
However, you can choose to have the backup run at some other time of day, either automatically or by
manual command. The program may run sluggishly or occasionally generate an error message while the
backup is running if you attempt to use it for other purposes. If you find this annoying, you should plan to
run the backup at a slack time (e.g. overnight).

The Key Files Backup makes copies of the files listed in KBACK.FIL. These cover patient names,
appointments, visits, lab book results, medications, and some user Options. You can adjust this list yourself
with any text editor. Refer to Appendix A in the User’s Manual for a complete list of program files in order to
decide which other files you might wish to include in the backup. If you want to back up every file in Welford
Chart Notes, you can change KBACK.FIL to just read “*.*”. On the other hand, if you feel that the backup
ties up your computer for too long, you can remove files from the list in KBACK.FIL (especially NOTE.FIL,
which tends to be the largest file on the list), but remember that any file you choose to remove will no longer
be backed up.

This feature runs automatically in version 5.2 even if you never turn it on; you have to deliberately turn it off
or adjust its performance. Most users will never want or need to do so, but if you want to do so, here’s how:

1. Press System\Security and enter the Master Password.
2. Press

Backup\Key
Files.

3. Specify how
much hard disk
space you want
to reserve for
backups in Use
up to <n>
megabytes of
hard disk space
for these
backups. You
will probably
want to reserve
at least 100
megabytes for
this purpose, in
order to have enough room for multiple backups. The program automatically erases the oldest
backups in order to make room for new ones. If you specify an amount of hard disk space which is
less than the size of one backup, the program still makes one backup and exceeds the size limit
you set here.
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4. In Backup to folder: enter the path to where you want the backups stored. This could be, for
example, your main hard drive, another computer on your network, or a remote hard drive.
However, if you plan to have this feature run in the background, you need to make sure that the
place you choose is available (not disconnected from the network or turned off).

5. If you want to disable this feature (except when you command it to run by pressing RUN NOW), then
set Automatically Backup to Never. It is strongly recommended that you NOT set this to Never,
unless you already make daily backups of your data, or unless you are compulsive about running
this backup manually each day by pressing RUN.

6. If instead you want the backup to run automatically once a day each time the first person launches
the program that day, choose On program startup. Note that this method won’t work if you leave
the program running on each computer 24/7 and thus no one ever launches the program.

7. If you want the backup to run at a specific time of day, either because the program is never
launched, or because it is inconvenient to have the backup running at the beginning of the day, set
Automatically Backup to At this time. Specify a window of time when the backup can run by
specifying But no later than as the final time. If Welford Chart Notes is not running between
these two times, then no backup is made.

8. Press OK to store your settings.

Note that this feature does NOT backup your Security files. In order to do that, press
System\Security\Backup\Security Files (User’s Manual, pgs. 422-424).

LAB BOOK AND VISITER ENHANCEMENTS
One new aspect of version 5.1 we want to be sure you know about is that you can now resize the Lab Book
and the Visiter View windows to full screen, so you can read more at a time without scrolling. Just press the
Maximize button in the upper right corner of the window. (You can also make these windows any size you
like and move them anywhere you want them to be on the screen). Also, the Lab Book now is written in a
proportional spaced font, which allows more textual results to fit on a line.

COMMENTS LONGER AND TIME-
STAMPED
Version 5.1 automatically appends the date
and time to each Comment in the Allergy,
Diagnosis, and Medication Editors. This can
be very handy when you have multiple
Comments and want to know when each one
applies. For example, you might write a
Comment about a Medication as to why it was
prescribed or stopped, or which physician
prescribed it outside the practice. This
information might change over time as the drug
is stopped and resumed. By having the date
and time attached, you can see better the flow
of these events.

NEWS ON UPCOMING VERSIONS
We have started planning all sorts of new
features for version 5.2. Please let us know if
there are features you would like to see added to the program.

SEND US YOUR TIPS
If you have tips, shortcuts, questions, or suggestions for future newsletter topics, please send them to us at:

Welford Medical Computing, Inc. or MEDCOM Information Systems
3779 Hermitage Trail 2117 Stonington Avenue
Rockford, IL 61114 Hoffman Estates, IL 60195


