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How to backup (copy) information on a computer with a Microsoft
XP - Professional Operating System.

Mandatory Preparations & Decisions:

1. Where do you want to send your backup? You have many options: Floppy disks; CDs; DVDs;
(these are not recommended) or another computer (on a home network); or an external
portable/storage drive. The easiest and least time consuming is to use a portable/storage drive. It
should cost less than $100. Buy one with a USB connection. They are the easiest to connect to a
home computer.

2. What do you want to backup? You will be presented with these choices: “My documents and
settings;” “Everyone’s documents and settings;” “All information on this computer;” or “Let me
choose what to back up.” We recommend that you choose “Let me choose what to back up.”

Click on “All Programs”

B Steve

Internet __J My Documents
l Inkernet Explarer

)| E-mail
Hj Microsoft Office Cutlook ::,} My Pictures

m FreeCell J My Music
@ Windows Media Player 3-! My Computer

‘g My Metwork Places

Click on “Start”

=
&

b My Recent Documents »

|? Microsoft Office \Word 2003

B contral Panel
. Adobe Photoshop 4.0.1 @, Set Program Access and
Defaulks
‘d Paint e_“ Conneckt To 3

l%é Printers and Faxes

XI Microsoft Office Excel 2003
| Help and Support:
Microsaft Office PowerPaoink @_’)

=l 2003 I'.)Search

All Programs D

ﬁ] Log OFF  [) | Turn OFF Computer
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Click on “Accessories”

Click on “System To_ols”

[T MTI DriveBackup! 3
[T WTIDND Player
[ WTIDYD-Maker
@) RAID Manager

@) Siicon Image

@) Startup

E Acrobat Reader 5.0
@ Inkernet Explorer
) msn

L%l Outloak Express
.. REmobe Assistance

@ Windows Media Player

3 Windows Messenger

@, windows Movie Maker

@) Microsoft Office

M) Microsoft Works

@5 Microsoft Works Task Launcher
[ Printserver Utilides

[5] Design Manager

M) Hewlett-Packard

|:| F-Secure Internet Security 2008 »
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Click on “Backup” Click on “Next”

F Activate Windows Backup or Restore Wizand E|
b!‘ Backup

_ Welcome to the Backup or
&3 Charactdy Map .

" Restore Wizard

$ Disk Cleariyp = e
& Disk DefragNenter

This wizard helps you back up or restare the files and

8 Files and Settngs Transfer Wizard zettitigs an waur compter.
9 Scheduled Tas

If pou prefer, pou can switch to Addvanced Mode to change the
zettings uzed for backup or restore. Thiz option iz recommended
for advanced users orly,

'd? Security Center

B System Restore [¥]i&lways start in wizard mode

@ Internet Explorer (Mo Ydd-ons)

To continue, click Mest.

MHewut » ll Cancel

Leave “Back up files and settings” designated, then
Click on “Next”

Backup or Restore Wizard

Backup or Restore
fou can back up files and settings, or restore them from a previous backup.
=

‘what do you want to do’?

() Bestore files and settings

< Back ” Mest > Cancel
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Here’s decision time! Click on the O next to “Let me choose what to back up.” Then, click on

l‘NeXt7’
Backup or Restore Wizard g|
What to Back Up
You can specify the items pou want to back up. @

What do you want to back up?

() My documents and settings

Inchudes the My Documents folder, pluz vour Favarites, desklop, and cookies.

() Everyone's documents and settings

Includes every user's My Docu s folder, plus their Favoritez, desktop, and

cookies.
3 Allinfarmatian an th

Inchudes ata on this computer, and creates a syskem recovery disk that
uzed to restore YWindows in the caze of a major failure.

(=)Let me choose what o back ug

[ < Back ” Mest » ][ Cancel ]

You’re going to backup just your “C” drive and your computer’s settings. First, click on the +

next to “My Computer”

Backup or, Restore Wizard &l

Items to Back Up
Yiou can back up any combination of drives, folders, or files.
=

: [} Diouble-click an item on the left ta see itz contents on the right. Then select the check
% i box next ta any drive, falder, or file that vou want bo back up.

Iterms to back up:

= [1[Z Desktop M ame Total Size Fiis
cREE A B My Computer [ == 3% Floppy [ .
a5 2008 [ “*LEX4R [G:) 95EME
= :
-1 My Documents 0 “*R bl Disk
+-[7]%4 My Metwark Places emorvable Disk ..
[ == Removable Disk (1))
[ = Local Disk [ 35,292MB
O == Data (D) 187GE
O 2 fudio CO (£ ) OKE =
< ?

< Back " Newt » ][ Cancel
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A screen similar to this will be shown. Click on the O next to “Local Disk [C:].” This will insert
a v’ in the baox. Using the scroll bar, scroll down in the left-side window.

Backup or Resto e Wizard

Items to Back Up

You can bagk up any combination of drives, folders, or files.

B Double-dlick an item on the left to see its contents on the right. Then g
\ box nexfito any drive, folder, or file that pou want to back up.

Mame
by Computer

£ 2008

23 My Documerts

& Treatment of TB A,
B 4mas List 2008 #s
[7] S My Network Places

the check

S

to Comment
4y Computer

# 3% Floppp (4. 4
LE=4R [5:]

« Removable D
e Femovable D
wgn|Local Disk [C)
“ee Data D)
oy Audio CD [E:] ¥
>

[ ¢ Back “ Mest » ][ Cancel ]

Put a v" in the square next to “System State.” Note that other items will be shown as checked.

They were checked automatically by this program when you checked “Local Disk [C:],” above.

=

Items to Back Up

Y'ou can back up any combination of drives, folders, or files.

_—

ltems to back up:

[:l Double-click an ikem on the left to see itz contents on the right. Then select the cheg
i bow nest to ang drive, folder, or file that you want to back up.
O=e Data (D)

02 AudioCD [E:]
O

M 2008
ML) My Documents
[7]1%3 My Network Place

b

‘_é DDA Ly
[z gk mss
System State

B

Mame Comment
iy Computer

I 2008

) My Documents

@ Treatment of TE A,
B »4mas List 2006 xls
[7] S My Metwork Places
-

< Back “ Mest > ][ Cancel
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Now, click on “Next”

Backup or Restore Wizard

Items to Back Up
Y'ou can back up any combing

Double-chek an item on the left

LEEI:I b mext to any drive, folder, o filg

tems to back up:

ion of drives, folders, or files.

W zee itz contents on the nght. Then select the check
hat you want to back up.
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[J=e Datall:] -
0. Audio CDE)
O s DVD-RW Dirie
5 public on 'mss
System State
M) 2008
B My Documents
(1% My Metwark Place

54

|

| >

Comment

[ < Back ” MHest > ][ Caricel ]

A screen similar to this will appear. If your new external hard drive doesn’t appear, use the scroll
down button to find it. In this example, the external hard drive is named “public on ‘mss-002668
(mss-002668)’ (M:).” Double click on your hard drive to open it.

Save jn | :J My Computer w | 0 ? ° M-
£ .&3‘;& Floppy (A}
i :3 % L ocal Disk (C1)
My Recent G2 Data (D:)
Documents (s Audio CD (E2) =
= i DVD-RW Drive (Fi)
[ (D LExAR (1)
Desktop ‘= Removable Disk (H:)
‘o Removable Disk (1:)
L& nublic on 'mss
|-5) shared Documents
My Documents @Steve s Docurnents
by Computer
_ File name: |Backup A | [ Open l
Py Mebwork Save as lupe: | Brackup Files [".bkf) v | [ Cancel ]
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This shows the external hard drive (‘mss-...) open and its current contents.

Save As @
Save jn: | % public on 'mes-002668 (mss-002668] (M:] v | Q ¥ = M-
) (937 Laptop Backup, )My Documents (2)
{ 23 I ATHLOM
MyRecent | |L2)Judy
Documents |23 Laptop July 2006
o @ My Pictures
?’ -
@ | Other
Desktop @ Cur Documents
I3 our Photos
. =PI
.J B pii_irnage
IC)Program Files
My Documents 125 SEUFF From Flash Drive
_ | TE Timeshests
22 WIHMT
- EI_J My Documents
by Computer
™ File name: | Backup hd | [ Save ]
MyMNetwork  Saveastpe: | Backup Files [*bk) v [ canca |

This shows that the identity of the computer and the date have been typed in for “File Name;”
You type in any name for your computer and today’s date, then click on “Save”

Save As @
Save jn: | % public on 'mes-002668 (mss-002668] (M:] v | Q ¥ = M-
Ty |519-3-7 Laptop Backup %—_}My Documents (2)
{ 23 I ATHLOM
MyRecent | |L2)Judy
Documents |23 Laptop July 2006
= I2)My Pickures
u% | Other
Desktop @ Our Documents
I3 our Photos q
I2P-11
@ pii_irmage
ICS)Program Files
My Dacuments 125 SEUFF From Flash Drive
~ I5) TE Timesheets
25 WINMT

ty Carmputer

-

My Metwork,

My Documents

File narne: TI::E; Cornputer 10-7-2007]

4 |

§av94

Saveastype  |Backup Files [bk)

vl

Cancel ]
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Backup or. Restore Wizard

Completing the Backup or
Restore Wizard

You have created the following backup settings:

Marne: W:ATCS Cormputer 10-7-2007 bkf
Description:  Set created 10/7/2007 at 8:39 P
Contents: Selected files and folders

Location: File

To close thiz wizard and start the backup, click Finish.

To specify additional backup options,
click Advanced.

[ < Back ]| Finish | [ Cancel ]

When you click on “Save,” this screen will appear. Click on “Finish”

This screen will appear as the backup is taking place. It shows that this backup will take a little

over 16 minutes. Yours may take longer or less time.

i Q % | Cancel

Crrive: C:

Label: TCS Computer 10-7-2007 bkf created 10/7 /200

Status: Backing up files from your computer...

Progress: (W )y |
Elapzed: timated remaining:

Tirne: 25 zec. 15 mir., 55 sec.

Processing: C:A by Documentzibaby panda sheeze. vy
Proceszed; E stimated:

Files: 11 2934

Butes: 22,531,695 281,317,723
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When the backup is complete, this screen will be displayed. Click on “Close” to end the backup

Backup Progress

The backup iz complete. . C :
To zee detailed information, click Report.
Dirive: |S_I,Istem State |
Labet: | TCS Camputer 10-7-2007.bkf created 10/7/200 |
Shatus: | Completed |
Elapzed: E ztimated remaining:
Tirne: | 16 min.. 35 zec. | | |
Froceszed: E stimated:
Files: | 2935 | 2,934 |
Bytes: | 381,780,839 | | 773,140,507

Congratulations! You’ve just backed up the important data on your computer. You can do this
every two weeks, monthly, every three months or any time you want to make sure to not lose
data.

If you do this repeatedly, retain the three most recent backups on your portable/storage drive and
delete all older ones.

If you wish to schedule backups on a regular schedule, please see “How to schedule backups —
Final” at http://www.tcscomputer.com/fag.htm.
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