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Quick Guide for Creating a Backup Icon 
 

The following steps will guide you through creating a Cougar Mountain Backup Icon on your 
desktop.  You will need to be logged into the Citrix Server but do not log into Cougar Mountain.  
 
When you get to the Blue Citrix Screen you will Right Click on the Start Menu located at the lower 
left hand corner of your screen and select Explore. 
 

 
 
You will see the following screen appear on your desktop.  You will need to double click the following 
folders to locate the backup file for your county.  After you locate your county you will click on your 
county and drag the file to your desktop.  Then you are ready to create your first backup.   

 Cougar on “Mulch” (M:) 

 Backup 

 Bats 
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The following steps will guide you through creating a Cougar Mountain Backup Folder Icon on your 
desktop.  You will need to be logged into the Citrix Server but do not log into Cougar Mountain.  
 
When you get to the Blue Citrix Screen you will Right Click on the Start Menu located at the lower 
left hand corner of your screen and select Explore. 
 

 
 
You will see the following screen appear on your desktop.  You will need to double click the following 
folders to locate the backup folder for your county.  After you locate your county you will click on 
your county and drag the file to your desktop.  Then you are ready to create your first backup.   

 Cougar on “Mulch” (M:) 

 CMSWIN 

 Your County Number 

 Backups 
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The next steps will walk you through creating the CM backup and changing the default name of the 
backup file.  
 
Go to your Cougar Mountain/Citrix desktop.  Double click on the backup icon.   
     

 
 
You will see the following screen. 
 

 
 
If all users are logged out of your county and you are ready to proceed, answer “yes” by entering a 
“Y”.  The system will proceed and then stop at the following screen and ask if you want to review the 
backup log.  Answer “yes” by entering a “Y”.   
 

 
 
The system will proceed a little more and then stop again giving you the opportunity to see if there 
were any problems during backup.  At the following screen hit “Control F”.   
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A small box will appear.  At the Find what: box type “warn” and enter.   
 

 
 
 
 
If the system can’t find it, your backup was successful.     
     

 
 
Click “OK”. 
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The backup is saved under the following path: M:\CMSWins\XXX(county number)\Backups.  See 
example below.   
 
The date on the backup is the date that you last accessed and made changes to your county.  This 
may not be current date.  You can right click and rename the backup. 
                                                      

 
 


