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ABOUT THIS DOCUMENT

It’s important to use the backup feature to 
protect your Shortcuts data. When you complete 
a backup, you are producing a copy of your 
business’ information from Shortcuts. This ensures 
that you will be able to restore your essential data 
(e.g. transactions, sales history information and 
client details etc) in the case that your data is 
lost. We recommend backing up your data on an 
external drive at the end of each day.
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1
Click on the tools menu.

2
Click on the backup icon.

3
If you need to specify your 
backup location or change 
other settings, click 
advanced. If your backup 
location is already set to 
your external drive, go to 
step 8.

4
Click browse to select 
your backup location.

5
Select your desired 
backup location.

6
Click OK.

7
Click done.

8
Optional: Click the name 
field and type in a custom 
name for the backup.

9
Click backup now.
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10
Wait until you see the 
‘backup complete’ 
message underneath the 
progress bar.

11
Click done.

12
Remove your external 
drive and place it in a 
secure location.

10

11
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