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PROCEDURE  - COMPUTER SERVER BACKING UP 
GUIDELINES:
1)  
The Server contents are to be backed up to a removable hard drive on a regular basis – preferably weekly.
2) 
There are two removable hard drives for this – one attached to the server, and the other backed up one is stored offsite.

3)
To back up – unplug the black box (with the blue light glowing in it) and then plug in the other box sitting below the server.   
4) The server will send an email each night with a backup status report.
5) The backed up copy is to be stored off site. 
