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How To Guide - Accessing Previous or Lost Information
The application database is backed up daily and it is easy for you to access the data from yesterday or the previous day or even from last year.
1. Go to the "ADMINISTRATION" tab => select "Switch Database".
2. You will see the list of the available databases displayed.
3. Click on a database to select that day's or year's data.  You will then be viewing the data from that copy of the database.  It is not advisable to make updates to this database is it is a backup and not your live data.  Running reports and viewing data is all you should be doing in the backup database.
4. [bookmark: _GoBack]When you have completed all the work you need return to the "ADMINISTRATION" tab => "Switch Database" and select the "Current Database" or log off.
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