
                       MOST COMMON REPAIRS   

First be sure that you are on the server and that all other workstations are logged off.   

1) Next, from the main screen, go to Utilities/Database Repairs/Most Common Repairs.  

    

2) When you are prompted by the ‘red warning screen’ to do a ‘quick backup’ be sure and do so.   

 



 
3) After clicking the ‘backup’ button you will be prompted with one of two messages. Either “this 
folder does not exist would you like to create it now?” which means this is the first time a backup 
has been done to the directory or “the destination contains old files which will be deleted before 
this backup is initiated, do you want to continue?” which means the program is replacing your old 
backup with a new one, either way you will want to say ‘yes.’ 

      

4) After the backup is complete, put a checkmark in any section of the program that you are 
needing to re-index. Be sure and select ‘do repairs only’ on the bottom right hand side of the page 
and click the ‘start’ button. 



     

5) If you will be running repairs on ‘appointments’ be sure that the date range that appears 
encompasses all of your appointments.    



     

6) When the repair is complete it will say “all repairs completed” in blue at the bottom of the 
screen, at that time you may cancel out.    



    

Be sure NOT to exit out until the repair is complete. 
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