
Scholastic Backup 
 

**It is important to do a backup each day that the program is used by the students.** 
 

• Log into the Scholastic Management Suite as the Administrator 
• Click on Tools button 

  
  
 

• Select Data Utility. 
  



• Click the Backup button.   
  
  
  
  
  
  
  
  
  
  
 

The Save As window will open. 

• Click the drop-down arrow to the far right of Save in: 



• Select Local Disk (C:) 

 
•  Locate and double click the folder Scholastic Backup. 
• Double click on the folder labeled for the day of the week that you are doing the 

backup (Monday, Tuesday, etc.) 
  
 
 



• In the Filename box click your mouse and type the name of the backup file (You can 
name it by the day of the week if you want – that would probably help locate it 
better.). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click Save 
• When finished, log off the Scholastic Management Suite by clicking the Sign Off 

button. 
 

If you have any problems with this process, please call Angie Tuttle at ext. 401. 


