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How to schedule regular computer backups using MS XP - Professional OS 

------------------------------------------------------------------------------------------- 
Mandatory Preparations & Decisions: 
1. You’ll need to have a fixed location to where you will send your backups! A storage drive or 
an external portable drive (cost: about $100) is best for periodic backups. Make sure it is 
connected and turned on when the backup is scheduled. (My storage drive is always on.) 
2. What do you want to backup? We recommend: “Let me choose what to back up.” 
3. You’ll need to decide how often you will backup your desired files. Since this instruction’s 
purpose is to meet the needs of a majority of computer users, we have designed a backup to do a 
backup twice a week. There are other backup designs. 
4. You will need to establish an Administrator’s Password before you start. See “How to install 
& change Administrator’s Password” instruction at http://www.tcscomputer.com/faq.htm. 
 
Click on “Start” Click on “All Programs” 

 
 

http://www.tcscomputer.com/faq.htm
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Click on “Accessories” Click on “System Tools” 
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Click on “Backup” Click on “Next” 

 

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

Click on “Let me choose what to backup.” 
Then, “Next” 
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Click on the  box next to “My Computer.” Using the scroll bar, scroll down until “Local 

Disk [C:]” and “System State” are shown. Put 
a check in each. (The other s are automatic 
when you checked “C.” Then, click on “Next” 

This is the default next screen. (Don’t even think of backing up to floppy or CD.) This screen 
will probably not immediately show the storage or portable drive where you want to send the 
backup. So, click on “Browse...” (or, on the down arrow) to find it. (If you have it properly 
connected and it doesn’t appear, press”F5” on your keyboard. This will refresh your directory/ 
file list.) (In this example, the backup destination is a network storage drive identified as “M.”) 
Type in the name of the computer and “Saturday.” Then, “Next.” 
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Click on “Advanced” Select “Normal” then “Next” 

Put a checkmark in “Verify data after backup” 
Then, click “Next” 

In this screen, select “Replace the existing 
backups.” (If you have unreliable people using 
this computer, click on “Allow only the 
owner....”) Click on “Next” 
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Change “Now” to “Later.” 
Type in the “Job name.” Click 
on “Set Schedule” 

First, use the down arrow and schedule this task for “Weekly.” 
Then, schedule the start time for some time you know you 
won’t be on your computer. Click on “Sat.” Next, click on 
“Settings.” 

 
Change the “72” to “12.” Put s in all three 
blocks of “Power Management.” Click 
again on “Schedule.” 

Click on “Show multiple schedules.” Note that 
this shows that schedule #1 is Saturday’s weekly 
backup. Click on “OK.” 
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The previous “OK” returns you to this screen 
and shows what you’ve scheduled. Click on 
“Next.” 

The “Run as:” is automatically plugged in by 
your computer. (Usually, it’s the computer’s 
name and the logged-on operator.) Don’t 
change it. Type in your “Password” and 
“Confirm password” and click on “OK”. 

 

This is you final confirmation screen. Click on “Finish.”  

 

 

This backup, which you’ve identified as “Saturday,” is your primary fall-back recovery resource 
should you have a “C:” hard drive failure. This “Saturday” backup backs up everything on your 
“C:” drive and your “System State” (settings) each Saturday of every week until you do 
something to change this schedule.  
 
If you do a very large amount of work on your computer each day, you may wish to schedule a 
second backup each week. The instructions starting on page 8, below, show you how to do this. 
 
To verify that these instructions have been recorded, go to “Start,” “Control Panel,” “Scheduled 
Tasks” and double click on it. You should see the task scheduled. 
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These instructions are the complement to the “Saturday” backup instructions, above. These show 
you how to schedule a second backup for each week.  
 
To start, repeat all the steps that are on the first three pages of the above guidance and these first 
two steps on page 4:  

Click on the  box next to “My Computer.” Using the scroll bar, scroll down until “Local Disk [C:]” and “System 
State” are shown. Put a check in each. (The other s are automatic 

when you checked “C.” Then, click on “Next” 

  
 
This is the default next screen. (Don’t even think of backing up to floppy or CD.) This screen 
will probably not immediately show the storage or portable drive where you want to send the 
backup. So, click on “Browse...” (or, on the down arrow) to find it. (If you have it properly 
connected and it doesn’t appear, press”F5” on your keyboard. This will refresh your 
directory/file list.) (In this example, the backup destination is a network storage drive identified 
as “M.”) However, in the second block, type in the name of the computer and “Tuesday.” Then, 
“Next.” 
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Again, click on “Advanced.”  Keep “Normal” 

Click on “Verify data after backup” and 
“Next.” 

In this screen, select “Replace the existing 
backups.” (If you have unreliable people using 
this computer, click on “Allow only the 
owner....”) Click on “Next” 
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Check “Later.” Type in “Job 
name” and click on “Set 
Schedule.” 

First, use the down arrow and schedule this task for “Weekly.” 
Then, schedule the start time for some time you know you won’t 
be on your computer. Then, click on “Tue.” Next, click on 
“Settings.” 

 

Change the “72” to “12.” Put s in all three 
blocks of “Power Management.” Click again 
on “Schedule.” 

Click on “Show multiple schedules.” Note that 
this shows that schedule #1 is Tuesday’s 
backup. Click on “OK.” 
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The “Run as:” is automatically plugged in by 
your computer. (Usually, it’s the computer’s 
name and the logged-on operator.) Don’t 
change it. Type in your “Password” and 
“Confirm password” and click on “OK”. 

This is your final screen for the Tuesday 
backup. Click on “Finish.” 

 
This concludes your second – Tuesday – weekly backup scheduling. If you go to Scheduled 
Tasks on the Control Panel, you’ll see that both are scheduled. 
 
 


