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ARCHIVES

When using computers you have may have encountered "ZIP" files. Possibly you have seen these on the Internet or perhaps you have seen them on a computer at work or home.

What is a "ZIP" File?

Zip files are "archives" used for distributing and storing files. Zip files contain one or more files. Usually the files "archived" in a Zip are compressed to save space. Zip files make it easy to group files and make transporting and copying these files faster.

To create a "ZIP" file and to restore from a "ZIP" file you need appropriate software. One of the most popular of these is Winzip. An evaluation version of this can be loaded from www.winzip.com
Other software that performs similar functions is available and can be found by searching the Internet.

Why Do People Use "ZIP" Files?

Zips files save time and space, and make downloading software and transferring e-mail attachments faster. Typical uses for "ZIP" files include:

· Some files are important but used infrequently. To save disk space simply compress these files into an archive when they are not used, and decompress them only when needed.

An example of this could be where it is necessary for a business to retain old financial data for a period of time. In this situation they can compress the relevant data into a "ZIP" file and save it into a separate folder on their hard disk. Alternatively the files could be saved off their computer system on a CD. If this method is selected it is important to ensure the CD is kept in a safe place, and a second copy of the CD should be made and stored in a separate location in case something happens to the first CD.

· Sometimes a "ZIP" file can be used as a supplement to a backup routine, to provide double protection and also to allow a more convenient method of restoring data.

An example of this might be where an office has a large database and they backup as follows:

· Each night they perform a backup to a Tape.

· They also back up some of their data to a "ZIP" file.

· In the event a data file or files become corrupt or damaged in some way they are able to restore from either the tape or from the "ZIP" file.

· This method provides them with some double protection because if for some reason the tape backup didn’t work they still have a copy of the data in their "ZIP" file.

· Another advantage of this method is that in most situations it would be quicker to restore data from a "ZIP" file.

· Most files available from Internet sites are distributed as archives. Two benefits of using archives for electronic file distribution are that only one file transfer operation ("download") is required to obtain all related files, and file transfer time is minimized because the files in an archive are compressed.

· It is often useful to send a group of related files to an associate. Rather than distributing individual files it is often easier to distribute the files as an archive to benefit from the file grouping and compression. 

Where Does Winzip Fit In?

WinZip makes it easy for Windows users to work with archives. WinZip features an intuitive point-and-click drag-and-drop interface for viewing, running, extracting, adding, deleting, and testing files in archives with a standard Windows interface. WinZip provides the same "friendly face" for all the aforementioned archive formats. 

Can You Tell Me More About Archive Formats?

· Zip files are the most common archive format. WinZip does not require external programs for basic archive operations. 

· ARJ files are another popular archive format. ARJ files are manipulated by the ARJ program from Robert Jung, 2606 Village Road West, Norwood, Massachusetts 02062. 

· LZH files are manipulated by the LHA program from Haruyasu Yoshizaki. LHA won the October 1991 PC Magazine Editor's Choice award as the best data compression utility. 

· ARC is an older format. ARC files can be manipulated by several programs, including the original ARC, ARCE (also known as ARC-E), PKXARC, and PKUNPAK. Since almost all new archives are created in other formats and there is no single widely available program to manipulate ARC files.

· The CAB format is used by Microsoft and some other vendors to distribute software. WinZip does not need external programs to view or extract the contents of CAB files. 

· TAR, Z, GZ, TAZ, and TGZ files are often found on Unix-based Internet sites. The relationship between these file types is less straightforward than the aforementioned file formats. The important thing to remember is that WinZip handles all these formats the same way as Zip files, so you don't need to know the details. Here is more information on these formats: TAR stands for "Tape ARchive". This is an old file format and does not provide compression; it is used only to group files. Z files are compressed with the gzip program. GZ files are gzip files. Z and GZ files cannot contain multiple files. TAZ and TGZ files are TAR files compressed in "Z" or "GZ" format. Since almost all new archives are created in Zip format, WinZip does not provide facilities to add to or create files in these formats (however, all other WinZip functions are supported). WinZip does not require external programs when working with files in these formats.

A Backup & Restore System That Works

As discussed last week the main steps to a successful backup are as follows:

· What data do you want to backup?

· How much data do you have to backup?

· How often do you need to backup?

· How long do you need to keep data?

· Are there any files that need to be archived and kept permanently? If so how will you handle this?

· What type of media should be used? 

· How will you be able to recover the data?

· How can you ensure the restore process will work?

· Where will you store your backup media?

BACKUP

In an office that I am associated with they have a total of 20 machines (1 x File Server & 19 X workstations.  The hard disk on the file server has 2 partitions:

· One partition contains the operating system.

· The second partition contains software and data.

The workstations are all identical (from both a hardware and software perspective) and the hard disk contains the following:

· An operating system.

· Applications software including Microsoft Office & Norton Antivirus. These workstations are also able to access various software located on the file server.

· All data and documents are stored in folders on the file server.

The main elements of the backup routine are as follows:

· All original software is held offsite.

· Duplicates of the original software are held on site in a safe.

· A ghost image (on CD) of the operating system on the file server is held both onsite and offsite (2 copies at each location).

· A ghost image of a standard workstation (including applications software) are held on CD (4 copies onsite and 2 offsite)

· The ghost images are updated if changes are made to the operating systems or applications software.

· A Tape backup unit is located in the file server and full backup of the file server is performed each day. This is an automated process and occurs at 9:00 PM each night.

· The tapes are stored in a safe onsite.

· A weekly and monthly tape are held offsite.

· There are 12 tapes to accommodate a 10 working day + the monthly and weekly tapes.

· Each day a check is made to ensure the backup completed successfully. If it did not investigations are carried out to find out why, and if necessary new tapes are purchased to replace any one that is faulty.

· Once a week a partial restore is performed to ensure the system is working correctly.

· Once a month a cleaning tape is used to clean the tape drive.

· A tape drive (exactly the same as the one at the office) is located in a machine.

· Once a month data is restored onto this machine to the backup and restore process works.

· Some of the data held is extremely important. To provide double protection and ease of restoration, each night (before the backup) several "ZIP" files containing this data are created. A copy of this is retained on the file server and also on one of the workstations.

· Each day the system is checked to make sure these "ZIP" files were correctly created.

· Once a week a test is performed to ensure data can be extracted from the "ZIP" files.

· Once a month old data is extracted and archived into a "ZIP" file and is stored on CD. One copy is held onsite and one offsite.

Restore

The most important issue is to look at what happens in a worst case scenario. This I would define as having all machines stolen or a fire.  Assuming all stolen the following procedures would be followed:

· Arrangements have been made with our computer supplier to supply us 1 x File Server and 5 X Workstations within 4 hours. Then to supply any further machines required within a day or two. 

· Once the machines are received the operating system would be loaded onto the server using the ghost image on CD.

· The 5 workstations would be loaded using the workstation ghost image on CD.

· The data for the server would then be loaded from the tape. If the new fileserver didn’t have the same tape drive it would be loaded using the offsite machine.

· As long as there were no major complications, I estimate the above system could be operational within 24 hours.

· The ghost CD would be used to load the remainder of the workstations as and when they became available. Assuming a further 48 hours the full system could be operational in 3 days.

· If a fire was the disaster the office operations could not be fully restored until alternative premises were arranged.

