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Introduction

A computer crash, hard drive failure or a virus can wipe out everything on your computer. Therefore,
it is critical to backup your system so that you can restore your files if any disaster occurs.

You should back up regularly and back up often (at least once a week).

Open the Backup Wizard

Open the Start menu.
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Welcome to the Backup or Backup or Restore
Restore Wizard *fou can back up files and settings, or restore them from a previous backup. ‘@
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This wizard helps you back up of restore the fles and
settings on your computer,
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Using the Windows XP Backup Wizard

Decide What to Backup

Organizing your files in a logical manner is essential to backing up your documents. All files must be

stored in easy-to-find locations.

My Documents folder.

1.

2.

Decide What to Back Up:

a) My documents and settings is
usually the better choice because it will
preserve your document files that are in
the My Documents folder and the
personal settings stored in the
Windows registry.

b) Select Everyone’s documents and
settings if someone else shares your
computer, and you want to backup their
files.

¢) Ordinarily you do not need to choose
All information on this computer.

Windows XP makes this easy with the default

Backup or Restore Wizand E

What to Back Up
You can specify the items you want to back up.
T

‘what do pou want bo back up? ﬂ

BE]
Includes the My Documents falder, plus your Favorites, desktop, and cookies.

() Everpone's documents and settings

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

() &l information on this computer

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

() Let me choose what to back up

[ < Back ” Hest > ][ Cancel

A backup of all computer information could add up to many gigabytes, and it is usually
unnecessary, if not impractical. You should not choose this option if you do not have a
large-capacity removable drive such as a Zip drive or if you have the disks the programs
came on. Participants in the notebook program do not need to choose this option because
the IT Department maintains an image of the notebook hard drive.

d) Let me choose what to back up allows you to select document files stored outside of
your profile (My documents and settings folder) or if you have files that you don’t want to

back up. Browse the My Computer hie
have files stored on a Network that you
folder.

Click the Next button.

Choose Your Backup Destination

1.

Choose a place to save your backup.

Click the Browse button and choose a
zip drive, USB flash memory, external
hard drive, a shared network drive, or you
may save the backup as a file on your
laptop and later write it to a CD.

If you do save to your laptop, save it
to the Desktop and then immediately
write the backup file to CD or DVD.
Instructions on page 5.

Enter a Name for your file.

Click the Next button.

rarchy to select files or folders for backup. If you
would like to select, open the My Network Places

Backup or, Restore Wizard

Backup Type. Destination. and Name
Y'our filez and settings are stored in the destination you specify.
gt~

X

Choose a place to save pour backup:

Browse...

Type a name for this backup: ﬁ

backuptdyDocs 091506

0 D\Q
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Using the Windows XP Backup Wizard

Completing the Backup Wizard

You may define the type and method of backup, whether to append or overwrite a previous backup,

or schedule automatic future backups.
1. Click the Advanced button.

2. Select the Type of Backup. Normal
the default and the most inclusive.

3. Click the Next button.

Backup or Restore Wizard

Type of Backup

Select the type of backup:
Normal -

Copy
Incremental
Differential
Daily

‘You can choose the type of backup that fits vour needs., %
4 ° ==

Backup or Restore Wizard g|

is

Completing the Backup or
Restore Wizard

You have created the follawing backup settings:

Mame: E:ABackupsibackuphdyDiacs_0915060 bk
Description:  Set created 9/15/2006 at 11:29 Ak
Contents:

My documents and settings

Location File:

To close this wizard and start the backup, click Finizh

Advanced...

To specify additional backup aptians,
click Advanced.

<Back || Firish |[ Cancel ]
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4. You may select How to Backup. The options to verify data, or to allow backups of open files
will take more time. You do not have to make a selection. Click the Next button.

5. If you use the same filename and path to your backup file and you may select the

Append this backup to the existing backups or

to Replace the existing backups option.

6. Click the Next button.

Backup or, Restore Wizard
Backup Options

data

1f the medium you are Poack up your data aheady
contains backups, cfffbse one of the following options:

(®ippend this packup to the existing backupst

(O Replace the existing backups

The following option iz available only if you are replacing the:
eristing backups

3

*ou can specify whether tn owenarite data, and whether to restrict access to your
t =

<Back || Mew>
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Backup or Restore Wizard El
How to Back Up
“Tou can specify verfication, compression, and shadow copy options.
4 o=

Select the aptions you want to use.

[ Werify data after backup

Werification reads the backed-up data to verify its intedrity. This
step takes extra time, but verification helps ensure that paur
backup is successful.

Hardware compression increases the available storage space
on the backup media, which reduces storage costs.
[ Disable volume shadow copy

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

7. Select Now to run the backup immediately or

Later to schedule automatic backups.
8. Click the Next button.

[ <Back | Hat> ] [ Concal |
Backup or Restore Wizard g|
When to Back Up
*ou can run the backup now or schedule it for later.
=

‘when do you want to run the backup?
(O
O Later

Schedule entry

<Back [ Mews> | [ Cancel
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Using the Windows XP Backup Wizard

Completing the Backup Wizard (continued)

All of the options that you have selected will display on the final Completing the Backup or
Restore Wizard page.

1. Click the Finish button to start
the backup.

2. The Backup Progress window opens.
3. Click the Close button when the backup

is complete.

Backup Progress .

&)

Drrive:
Label:

Status:

Frogress:
Tirne:

Frocessing:

Files:

Bytes:

% Cancel

C:
backuptdyDocs_091506.bkf created 9/15/200

B acking up files from your computer. ..

Backup or Restore Wizard

Completing the Backup or
% Restore Wizard
= — ‘r'ou have created the following backup settings:

Mame: E:\Backups\backuphyDocs_091506.bkf
Description:  Set created 9/15/2006 at 9:48 AM
Contents: My documents and seftings

Location:  File

when: Mow
Tupe: Marmal backup.
Other: Werify off, Do not use hardware compression,

Append to my media

To cloze this wizard and start the backup, clickw

< Back ]l Finish 7[ Cancel ]
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Elapsed: E stimated remaining:

7z, 2 zec.

C:h . cal SettingshTemphdd_netf<20k 517518 tat

Frocessed: Estimated:
110 241

22.193.323 47,969,726

Drrive:

Label:

Tirne:

Files:

Bytes:

The backup is complete.

To gee detailed information, click Report.

Status:

C:
backuptyDocs 091506 bkf created 9/15./200

Completed
Elapsed: Estimated remaining:
12 sec.
Processed: Estimated:
243 243
48,052,138 48,052,138

For information on scheduling your backup please see the Microsoft site:

http://www.microsoft.com/windowsxp/using/setup/maintain/backupfiles.mspx
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Copy Your Backup to a CD or DVD

You may use the Windows XP CD Writing Utility to transfer a backup that was saved to the laptop.

Insert a blank CD-R or DVD-R and open My Computer or Windows Explorer and select the disk
drive letter for your system.

1. Find your backup and drag it into the window i)
displaying the contents of your CD/DVD drive. Fle Edt View Fovories Took e

2. You will see the message, QBT",' O - iF| P yroe |-
Address | () D1}

Files Ready to Be Written.

CD Writing Tasks

3. Select the option Write these files to CD. PT——

4. By default Windows will name the CD using the
current date. You may accept or change the name. e

5. Click the Next button. | B

File and Folder Tasks

Other Places

i My Computer

(£} My Documents
() Shared Documents
& 1y Netwark Places

Details

© CD Drive (D:)

File Edit View Favorites Tools  Help

OBack o \_') J: /:\J Search i Folders v

Address "\*3 =1

V|GD

Files Ready to Be Written to the (D

CD Writing Tasks

(FJ write these files to CD % ﬂ

ri Delete teNgorary files backuphyD. ..

File and Folder Tasks

= Wake a new Folder

@ Publish this Folder to the
ek

£ CD Writing Wizard 3

Other Places

5§ My Computer Welcome to the CD Writing

@ Wizard

This wizard helps wou write, or record, your files to & CD
recording drive.

Clearly label your CD or DVD and store

it in a safe place.
Type the name you want to give to this C0, or just click Next

to use the name below,

D name; ﬁ

Mew files being writken to the D will replace any files
already on the CD if they hawve the same name,

[ clase the wizard after the files have beerfaritten
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