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Re
:
Rome Rd Backup Disk Operation

The computer servers at St Ives Group’s Rome Rd office are backed up every night to a removable disk drive.  There are 3 in the set labeled 1, 2 and 3.

The backup disk should be changed every morning, with the oldest of the set of three.  At least one of the disks should be kept off site at all times so that data can be recovered in the event of a building fire or other catastrophe.

At any one time, one disk should be attached to the server, one disk in the possession of the person responsible for changing the disks, and one disk should be offsite.

Removing a Disk

Turn on the monitor.  Make sure you have the correct server selected on the video switch (position 1).  We want the server with the BLACK background.
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The disk is attached to the server by two cables – a power cable and a USB cable.  The USB cable is the thicker cable with the flat end.
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To change the disks, you must first tell the server you are going to disconnect it.  Do a single left click on the green arrow icon at the bottom right hand corner of the screen.
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A small popup message will appear near the icon.  Click on “Stop USB Mass Storage Device”
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After a few moments, a message appears saying it is safe to remove the drive.  Unplug the USB cable, then the power cable.  Then click OK on the screen to remove the message.
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Installing a Disk

To install another disk, plug in the power cable, wait a few seconds and then plug in the USB cable.  The green light on the disk should come on and the red light may flash for a few moments.  The server should automatically detect the disk and put the green arrow icon at the bottom right hand bottom of the screen.
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To check the disk is correctly installed, double click on My Computer and see if Drive F is present (can take 30 seconds to appear).
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Problems?

1. Try to repeat the disconnect and install procedures.

2. Make sure the USB cable is firmly inserted (the cable is a bit loose and can sometimes come out)

3. Call Greg Smith on 0407 388 182 or Ray King on 0407 609 260

