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How to make a duplicate copy of important files/folder onto an external
storage device.

This “How to...” instruction shows you how to simply put a duplicate set of files or folders onto
an external storage device. By doing this, you will have a copy of the duplicated files in case the
primary files become corrupted or lost. For the purposes of this “How to...,” we are duplicating a
folder of photos located on a computer’s “C:” drive to a Lexar thumb drive (that is a stand-in for
an external hard drive).
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Click on “Accessories.”
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In this instruction, we’re going to duplicate one That showed all of the contents in “My
of the “My Pictures” folders. Click on the +

@ My Documents

next to “My Pictures.”

Pictures.” Now, click on the + next to “My
Computer.”
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This shows the Lexar drive
connected to “My Computer.”
Highlight the folder you want
to duplicate. In this example,

it’s “Img0030.”
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Then, hold down the left mouse button and drag the
cursor/folder to the desired new location (the Lexar, in this
example) and release the button. Before releasing the mouse
button, make sure the new location is shown in color as below!

As you drag it, a folder “duplicate” is shown as moving.
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As the copying as taking place, this screen ~ When the copy is completed, the destination
is displayed. location is shown to contain the copied folder/file.
Copy'ing... _ Fle Edit View Dlg I

Qe - @ - ¥ Osearcn ‘ﬁ:“ Folders | (T3]~

Address \@ C:\Documents and Settings\Administrator My Document ts\My Pictures\img0o30 /
Folders =

() Tmgo015 A
(2 Imgoo1s
(3 Img0017

(=) Imgo018
(5 Imgoo20
[ Imgo021
() Imgo022
(2 Imgon24-woodpile
[ Imgo025
() Tmg0026-Churchil
(2 Imgo027-eddingéRedwoads
[ Img0023-Churchéifreka
=00
& my Musc
i [ my videos
[# | Obscured Folders
E [ PIIFles #3
|5 P-IIFies 24
() PIIFies #5
(D P11 Files #6
|5 White House Presentation

Favorites  Tools  Help

v B eo
&

CN1973.0PG DSCN1980.JPG

w7, -
DSCN2176,IPG
From 'Img0030°" to ‘Img0030"

NNUEENENNEENEEEES ) [ cancel

60 Seconds Remaining

DSCN1978, PG

I

N1381.JPG DSCN1982.7PG DSCN1383.7PG

= ' My Computer DSCN1984.7PG DSCN1985. PG DSCN1986.7P6
(@ Local Disk (C2)
[ .25 DVD/CD-RW Drive (3
= (@ 1BeR &)
@ (D Ceedo ’,
& 5 Img0030 3
| My Documen ts
ecur
@ on mss-002668 (Mss-002668)' (2:) DSCN1967. G DSCN1988.FG DSCN1988,JFG

I
@ [ Control Parel

%3 My Network Places
# Recyde Bin

Congratulations! If the copy shows up, you were successful!

If you have important text files (instruction letters, elder law document such as your Will, etc) or
photos that would be either impossible or very difficult to recover, you really want to make
copies. By copying them onto an external storage device, you have the advantage of reducing the
possibility of loss and expediting further copies onto CDs or DVDs.
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