Before attempting to backup any of your files, please go out and purchase a flash drive of at least
8 gigabytes (GB) in size. These are available for purchase at Walmart —

Open the packaging and have your flash drive ready to use when before you start your backup.
Then, plug your flash drive into a USB port on your computer before starting the backup process.
This process should take no more than 20 to 30 minutes, but keep in mind that if you have a large
number of files it might take longer — give yourself plenty of time to let the backup finish.

Follow these steps to backup your files:
1. Using the mouse pointer, click on the Start Menu button in the bottom left corner of your
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3. Inthe Programs menu that pops up, find the Accessories folder
4. With the mouse pointer, hover over the Accessories folder to pop up another sub-

menu
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5. Move the mouse into the sub-men and find the System Tools folder

£



6. With the mouse pointer, hover over the System Tools folder to pop up another
sub-menu_
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8. Hover over the Backup icon and left-click to open up the Backup program — a
window will pop up in the center of your screen that has the title Backup or

Restore Wizard in its upper left corner
gl N w WG

Welcome to the Backup or
Restore Wizard

This wizard helps you back up or restore the fles and
settings on pour computer.

1F you prefer, pou can switch to Advanced Mode to change the
seftings used for backup of restore. This option is recommended
for advanced users onls.

Blways start in wizard mode

To continue. click Mest

9. Inthe Backup or Restore Wizard window that popped up, click Next
10. Click Next

.

Backup or Restore
You can back up files and seftings. or restore them fiom & previous backup.

What do you wan to do?

(%) Back up files and seftings

() Restore files and settings

cBack | Mes> | [ Cancel |




11. Click Next Again

) Backup or Restore Wizard

What to Back Up
You can speciy the tems you want to back up.

“what do you want t back up?
@ My documents and sellings

Includes the My Documents folder. plus your Favorites, desktop, and cookies
() Everpone's documents and settings

Includes every user's My Documents folder, plus their Favarites, desktop, and
cookies

© Allinfarmation on this computer

Includes all data on this computer, and creates a system recovery disk that
can be used to restore Windows in the case of a major failure.

) Let me choose what to back up

¢Back || Mewt> | [ Cancel |

12. Under the heading “Choose a place to save your backup”, click the arrow to drop
down a list of available places to save your files. Hover over and click to choose
your flash drive. If you save anywhere else your files will be lost over the
summer.

Backup Type, Destination. and Name
Your fls and setfings are stored in the destination you specify.

fie backun tipe:

Chooss a place 1o save your backup

| 2% Flopgy (&) v [ Browe
31 Floppy [4:

E:)
Documents and Settingsh\Guymon Public School\D esktoph,
okup

cBack [ Mes> | [ Cancel |




13. Name the backup something that you can remember — for example, School File
Backup, or your initials-Backup. The window should look something like this -
‘Z. --,‘& = - Elgj

2 Backup or Restore Wizard

Backup Type. Destination. and Name
Your fles and settings are stored in the destination you specify

Choose a place 1o save pour backup:

| Remavabie Disk [E) v| [ Browse.. ]

Type a name for this backup

‘JDF—Eackup

< Back, Next > Cancel

) Backup or Restore Wizard

Backup Type, Destination. and Name
Your fls and setfings are stored in the destination you specify.

Select the backup bype:

File

Chooss a place 1o save your backup

[Remavable Disk [E:) v [ Biowe. |

Type aname for this backup
JDFBackup

cBack | Mes> | [ Cancel |




15. The window should look like the image below. Click Finish

Completing the Backup or
Restore Wizard

You have created the following backup settings
Name E:JDF Backup bk

Desciptior:  Set created 5/24/2011 at 329 PM
Contents: My documents and settings

Location: File

= To clase tis wizard and start the: backup, click Finish

=¥ To speciy additional backup options,
e ook Bavoneed

¢Back || Fiish | [ Cancel |

16. A new window will pop up and your file backup will begin. Just leave the
computer running and the program will back up your files automatically. The

window will look like this —
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Dive E I

Label |JDF-Backup bkf created 5/24/2011 at 3:31 PM |

Status: |Backing up fles fram your computer

Progress: ( )

Elapsed: Estimated remaining
Time: [ 11 sec.| | 4he, 21 min.|

Processing: ‘E\ RFM4TNIK4TELGDB?7ESRKBG KBS kfg |

Fingessed Estimated
Files: I a5z | 21,394

Bytes [ 0706843 | 27353617860

=

Backup 2



17. Once the backup completes successfully, the message “The backup is complete.”
Will be displayed in the upper left of the window. Click Close

\.

-

Backup Progress

The backup is complete.

To see detailed information, click Report

Diive: [
Label |UDF Backup bkf created 5/24/2011 ot 334 P

1 Status \cumpleled

Elapsed
Time: | 1Bmin, 3sec ||

ocessed: Estinated
Fies 21533 | 21,53

Byles 13576737050 | 13576735670

18. Shut down your computer. Once it has shut down, you can remove your flash
drive. Take it with you for the summer, and if you want to be able to restore your
files for next semester then you need to keep it where you can find it.



