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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/fag.htm.

Click on “All Programs”

B Steve

Click on “Start”

=
&

£ Internet J My Documents
{ Internet Explorer o
- N b My Recent Documents #
(| E-mail
(=3 icrosoft OFfice Cutiock

_f} My Pictures

w FreeCell -'_3, My Music
@ Windows Media Player 5-! My Computer

‘g My Metwork Places

F Microsoft OFfice Word 2003

!—— Control Panel

. Adobe Photoshop 4.0.1 @. Set Progran Access and
Defaults
“H Paink e__“ Conneck To 3

= n_;:é Printers and Faxes
xl Microsoft Cffice Excel 2003

| Help and Support:

Microsoft Office PowerPoink 9)

. E 2003 I') Search
@ Backup 7= Run...

All Program: D

ﬁ] LogOFf (D) | Turn OFF Computer

Page 1 of 11


http://www.tcscomputer.com/faq.htm

6343-B Rolling Road, Springfield, Virginia 703-913-0900

TCS COMPUTER &

8500 Leesburg Pike, Ste. 102, Tysons Cor., VA 703-556-0400

Click on “Accessories”

Click on “System To_ols”

[T WTI DriveBackup! 3
[T WTIDVD Player
[ WTIDVD-Maker
) RAID Manager

@) Siicon Image

@) Startup

E Acrobat Reader 5.0
@ Inkernet Explorer
) msn

L%l Outlook Express
.. PRemobe Assistance

@ Windows Media Player

3 Windows Messenger

@, Windows Movie Maker

@) Microsaft Office

M) Microsoft Works

@5 Microsoft Works Task Launcher
[ Printserver Utilities

[5] Design Manager

[ Hewlett-Packard

E| F-Secure Internet Securiby 2005k

Page 2 of 11

@ Set Program Access and Defauls ) HP 3 'I fccessibiliy 3
& Windaws Catalog M) Adobe Acrobat b Cammunications 4
; ] ) ,
Windows Update ™) QuickTime for Windows » Enkertainment
@
c:;J New Office D ; ' adob . o Address Book
iz=| Mew Office Documen 7| Adobe =
d & Caloulator
7 Open Office Docurment E| Adobe Acrobat 4.0 3 B Cormand Pramgt
& Microsoft Update ) EPSON 4 W nokepad
N Accessories ] EPSOM Phata Print ’ Y Paint
= ~ @) Program Compatibility Wizard
= AsUs Lkt [T EPS0M Scan b
o " ) Qj Synchronize
, M) EPSCN Scan ko Web »
@) Games ) & Tour Windows %P
N # ]
[0 Javaweb Start () EPSON Smart Panel [ windowss Explarer
&) Maalla Firsfox M) LaserSoft Imaging 3 A wordpad
) N Backup MO/ 3 E8; Adobe Photashop Elements 2.0 58 Seanner and Camera Wizard
M) Google Earth ’ System Tools 3




TCS compruter

Click on “Backup”
S Activate Windows

B
-

-Ell

Scheduled Tas|

DeEf&

Security Center

(=,

D

Syskem InFormatio

Swskem Restare

&%

Internet Explarer (Mo %dd-ons)

6343-B Rolling Road, Springfield, Virginia 703-913-0900

&

8500 Leesburg Pike, Ste. 102, Tysons Cor., VA 703-556-0400

Click on “Next”

Backup or, Restore Wizard

=

X
Welcome to the Backup or
Restore Wizard

Thiz wizard helps pou back up ar restare the files and
zettings on pour computer,

I you prefer, you can switch to Advanced Mode to change the
zettings used for backup or restore. This option iz recommended
for advanced users only.

[]i&hmays start in wizard mode

To continue, click Mest.

[ Mest > ][ Cahcel ]

Leave “Back up files and settings” designated,

then Click on “Next”

Backup or Restore Wizard

Backup or Restore
‘You can back up files and settings, or restare them from a previous backup.

‘What do you want to da?

@éégc up files and settings

() Restore files and settings

< Back ” Mewt =

J |

Cancel

Click on “Let me choose what to backup.”
Then, “Next”

Backup or Restore Wizard

‘What to Back Up
Y'ou can specify the iters you want to back up.

‘what do you want ta back up?

(O My documents and settings
Includes the My Documents folder gius your Favorites, desktop, and cookies.

() Everpone's documents and setighs

Includes every user's My Dgfuments folder, plus their Favorites, desktop, and
cookigs.

() Al information on this

Includes all data ggfthis computer, and creates a system recovery disk thal
can be used tgfstore “Windows in the case of a major failure.

O]
=t

< Back ” Mext > ][ Cancel
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Click on the + box next to “My Computer.”

Backup or Restore Wizard

Items to Back Up
“Y'ou can back up any combination of drives, folders, or files.

B
=

i Double-click an item on the left to see its contents on the right. Then select the check.
i box next to any drive, folder, or file that vou want to back up.

Items ta back up:

Mame Comment )
[ _J My Computer

O 2005

O .D My Documents

O & Copy of Test Direc..

O lﬂ_] Test directory dac....

O ®] Test doc 2 doe

O & Treatment af TE A...

O Emas List 2006.4s <

7] ¢ My Computer
k) 2002

D) My Documents

| \3 My Metwark Places

[ < Back ” Hewt >

) |

Cancel ]
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Using the scroll bar, scroll down until “Local
Disk [C:]” and “System State” are shown. Put
a check in each. (The other v's are automatic
when you checked “C.” Then, click on “Next”

Backup or, Restore Wizard

Items to Back Up
‘You can back up any combination of dives, folders, or files.

Wems to back up:

‘«a' Removable Disk [l & | Mame Comment A
T T
: 52008
3 o .
Eﬂ? Bﬁg.gﬂﬁ[ﬁl F Ly Documerrs
O z public on 'mss-UDél B Copy of Test Direc. .
@ Sustem State lﬂ_] Test directory doc
M) 2008 lﬁl]Test doc 2.doc
B} My Documents W (& Treatmert of TR 4.
< PS B semas List 2008 s 2
[ < Back ” Next > 1 [ Cancel ]

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 *“Sat

Backup or k estore Wizard

Backup Tyje. Destination. and Name
Vour filezYgnd settiings are stored in the destination you specify.

=

Choose a place tofave your backup:

M

b Browse...

Tupe a name far thiz |

TCS Computer - S aturday

< Back ” Mext » I[ Cancel

day.” Then, “Next.”
X
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Click on “Advanced”

Backup or Restore Wizard

=

3

Completing the Backup or
Restore Wizard

You have created the following backup settings:

Mame: M:MTCS Computer - Saturday. bkf
Description:  Set created 10/21/2007 at 12:53 P
Contents: Selected files and folders

Location: File:

To close thiz wizard and start the backup, click Finis

To specify additional backup options,
click Advanced.

[ <Back || Finish |[ Cancel ]
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Select “Normal” then “Next”
Backup or Restore Wizard

Type of Backup
“t'au can choose the type of backup that fits your needs.

Select the type of backup:
v

Description
Backs up selected files, and marks each file as backed up.

[ < Back H Mext > ][ Cancel ]

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

Backup or Restore Wizard

How to Back Up

“Y'ou can gpecify verification, compression, and g#dow copy options.

Select the options pou want to usg

Verification reads the backed-up data to verify itz integrity. This
step takes extra time, but verification helps ensure that your
backup is successhul.

Hardware compression increases the available storage space
oh the backup media, which reduces storage costs.

A volume shadow copy allows files to be backed up even
though they are in the process of being written to.

< Back “ Mext » ][ Cancel

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”

Backup or Restore Wizard

X

Backup Options
“t'ou can gpecify whether to overwrite data, and whether to restrict access to your
T BT

data.

If the mediurn pou are uzing to back up your data already
containg backups, choose one of the following options:

(O &ppend this backup ta the existing backups

The following option is available only if pou are replacing the
exizting backups.

[] Allas anly the awner and the Administrator access to the
backup data and to any backups appended to this medium

< Back “ Next » ][ Cancel
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Change “Now” to “Later.” First, use the down arrow and schedule this task for “Weekly.”

Type in the “Job name.” Click  Then, schedule the start time for some time you know you

on “Set Schedule” won’t be on your computer. Click on “Sat.” Next, click on
“Settings.”

Backup or Restore Wizard fg\

Schedu!= Job

When to Back Up -
‘You can run the backup now or schedule it for later. @ Schedule | Settings
T T

; At 2:20 AM every Sat of ew

‘When do you want ta wn the backup?

O Moy

@ Later /

Schedule entry

Schedule Task; Start time:

Weekly - 2220 A8 £ Advanced...

Schedule Task Weeklp

Job name: | TCS Computer - S aturday

Start date: |Sunday, October 21, 2007 at 1:03 PM |

Evem weekls] on. ] Mon

O Tue

[Jwed

< Back ” Meut > ] [ Cancel I:‘ Thu
CIFi

[ Shaw multiple schedules.

Change the “72” to “12.” Put v's in all three  Click on “Show multiple schedules.” Note that
blocks of “Power Management.” Click this shows that schedule #1 is Saturday’s weekly
again on “Schedule.” backup. Click on “OK.”

Schedule Job
S chedule | Setlings | Schedule Job
Scheduled Tazk Completed Schedule | Settings
[ Delete the task if it is not schegded ta run again, | |
1. AF 220 AM every Sat of every week, starting 10/21/2007 v
Stop the task if it s for: |72 % | hour[)| 0 % | minute(s).
[ Hew ] [ Delete ]
Idle Time
[ Orily start the task if the computer has been idle for at least: Schedule Task: Start time:
l:l minute(s) Weekly W 220 8M F Advanced...
If the camputer has not been idle that long, retry for up b Schedule Task Weskly
l:l rnirLte(z) Everny - wesklz] ore [ Man Sat
[ 5tap the task if the computer ceagzes to be idle. [OTue [J5un
[wed
Power Management O Thu
Drom't start the tazk if the computer is inning on batteries, < uu— LI
Stop the task if battery mode beging, <«
[#]iw/ake the computer bo mwn this task < /
[ Ok l [ Cancel
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The previous “OK” returns you to this screen The “Run as:” is automatically plugged in by

and shows what you’ve scheduled. Click on your computer. (Usually, it’s the computer’s

“Next.” name and the logged-on operator.) Don’t
change it, Type in your “Password” and

“Confirm password” and click on “OK”.

Backup or Restore Wizard E|

‘when to Back Up
T'ou can run the backup now o schedule it for later.
= B

‘When do you want ta run the backup?

O Now Password: senne /

(&) Later /
Schedule entry Confirm password: (eeses

Job name: | TCS Computer - Saturday /
Start date; | Sunday, Octaber 21, 2007 at 2:20 AM

k. H Cancel ]

Set Account Information

Fiun as: TC5-ACCIETAFAD 2 Steve

| Set Schedule... |

[ < Back ][ MNexst » ][ Canicel ]

This is you final confirmation screen. Click on “Finish.”
Backup or Restore Wizard E|

Completing the Backup or

% Restore Wizard
L] o B2 .

“Y'ou have created the follawing backup settings:

M ame: t:ATCS Computer - 5 aturday. bkf
Description:  Set created 1042172007 at 2:05 P
Contents:  Selected files and folders

Location File

When: Sunday, October 21, 2007 at 2:20 &M

Type: Marmal backup

Other: “erify on, Do not use hardware compression,
Ovenwrite media without prompting.

Press Firizh to schedule the backup.

[ <Back || Finish |[ Cancel ]

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 v's are automatic
when you checked “C.” Then, click on “Next”

Backup or Restore Wizard

ackup or Restore Wizar
liwms 1o Rack Up Hems lo Hack Up
iona :an bunch. i v cimbraation o chvens, likbots. o e @ Ve 6 bk, ar combation of s, bokders, 4 e

[ Doubleciek e el b s 3 condonts o e gh.
"[\9 " oo et are cime, boken, oo e i you weank o back .

Inans bo back up:

21 1§ My Compunst

-
& 0.4 OVD Dvive (£}
it ] L EVERW D

5 032 puse on e 000

2 X Sy S

i B

i B My Dotuments ~
- 4 E:

4 1% My istrcth Places

/

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.”

Backup or Restore Wizard

Backup Type. Destination. and/lame
Your flles and settings are storglin the destination you specify.
-0

Choose a plagk to zave your backup:

Tupe a name far thiz backup:

TCS Computer - Tuesday

< Back H Mext » I[ Cancel
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Again, click on “Advanced.” Keep “Normal”

Backup or Restore Wizard g| Backup or Restore Wizard g|

: Type of Backup
Completlnq the Backup or *Y'ou can chooze the type of backup that fitz pour needs. @
Restore Wizard 8=

“t'ou have created the following backup settings:

=

Select the type of backup:

Neme  MATCS Computor- Tussday ok —

Deszcription

Description:  Set created 10/21/2007 at 3:38 P § §
Backs up selected files, and marks each file az backed up.

Contents: Selected files and folders

Lacatior: File:

To cloge this wizard and start the backup, click Figkh.

Ta specify additional backup options,
click Advanced.

[ <Back || Finish |[ Cancel ] [ < Back ” Hext > ][ Cancel ]

Click on “Verify data after backup” and In this screen, select “Replace the existing

“Next.” backups.” (If you have unreliable people using
this computer, click on “Allow only the
owner....”) Click on “Next”

Backup or. Restore Wizard J Backup or Restore Wizard ﬁ
How to Back Up Backup Options
“f'ou can specily verification, compression, and shadge®opy options. “You can specify whether ta avenwrite data, and whether to restrict access ta your
e data. o
Select the options you want to use If the: medium you are using to back up your data already
containg backups, chooze one of the following options:
“erification reads the backed-up data to verify itz integrity. Thiz © #ppend this backup to the e“'S““g backups
step takes extra time, but verification helps ensure that pour @ B
backup is successful. fatd g
The following aption iz available only if you are replacing the
X § existing backups.
Hardware compression increases the available storage space
on the backup media, which reduces storage costs.
[ Allow anly the owner and the Administrator access to the
backup data and to any backups appended to this medium
A volume shadow copy allows files to be backed up even
though they are in the process of being written to.
< Back ” Mest » ] [ Cancel < Back Mest » Cancel
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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.”
Backup or Restore Wizard

‘When to Back Up
“Y'au can run the backup now or schedule it far later.

YWhen do you want ta wn the backup?
O Mow
(&) Later
Schedule entry /
Start date: |Sunday, October 21, 2007 at 3:45 P |
Set Schedule...

< Back ”

Job name: |TCS Computer - Tuesday

Mest »

1 [ Cancel

~~hedule Job

s

Schedule | Settings

@l Ab 330 AM every Tue of everny week, starting 104212007

Schedule Task: At time: / /

Weekl_l,l 3 30 Ak
Schedule Task Weekly
Every weekls]on: ] Mon
[T ue
[Jwhed
I Thu
CIFi

[ 5how multiple schedules.

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

Schedule Job

Schedule | Settings |

Scheduled Task Completed

[ Delete the task if it is not schegded ta run again,

Stap the task if it runs for: |?2 = |h0ur[s]|ﬂ — |minute[s].

Idle Time
[ Orily start the task if the computer has been idle for at least:

l:l minute(s)

If the computer has not been idle that lang, retry far up to:

l:l minute(s)

[ 5tap the task if the computer ceagzes to be idle.

Power b anagement
Don't start the task, if the computer iz running on batteries, ~<u—"

Stop the task, if battery mode beging, <@

[#]iw/ake the computer bo mwn this task <

Click on “Show multiple schedules.” Note that
this shows that schedule #1 is Tuesday’s
backup. Click on “OK.”

Schedule Job

Schedule | Settings
| 1.4k 330 4k every Tue of every week, starting 10/21/2007 R |
[ Mew ] [ Delete ]
Schedule Task: Start time:
Wwiaekly ~ 330 Ak £ Advanced..
Schedule Tazk wWeeklp
Every n week[z]on: ] Mon [J5at
O'wed
CThu
O Fii
Show multiple schedules.
Ok l [ Cancel
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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.”

Backup or, Restore Wizard

Set Account Information
Completing the Backup or

Restore Wizard

: TCS-ACCIETAFAD 2\ Steve %

Hgn 3% == ‘Yo have created the follawing backup settings:
/ MName: M:MTCS Computer - Tuesday. bkf

Pazsward: T

Description:  Set created 1042142007 at 4:24 PM
Contents:  Selected files and folders

Confirm pazsword:

Locatior:  File

wher: Sunday, October 21, 2007 at 330 AM

Type: Mormal backup.
I |:| K [ I:an::el ] Other: “Werify on, Do not uze hardware comfiression,
Overwrite media without prompting,

Press Finish ta schedule the backup.

[ < Back ” Finish |[ Cancel ]

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.
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