Microsoft Backup for Windows 2000/ XP

1) Click on Start > Accessories > System Tools > Backup.
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2) Choose Backup Wizard (Advanced) then click Next.
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3) The backup wizard opens up. Click Next on it.
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Welcome to the Backup Wizard

Thiz wizard helpz you create a backup copy of vour data. In
the event of a hardware failure or accidental erazure, you
can uze the backup copy to restore your data.

To continue, click Mext.
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4) Select Back up selected files, drives, or network data then click Next.
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5) Check the My Documents folder and any other folders you may wish to backup
then click Next.
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Items to Back Up
Y'ou can back up any combination of drives, folders, or files. @
2

: o Double-click an item on the left to see itz contents on the night. Then select the check
:I'E% i bow nest to any drive, folder, or file that you want to back up.
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6) Under Backup media or filename click on browse and select your folder on the
SSS server and click Next.
***************DO NOT BACKUP YOUR HARD DRIVE*************
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7) Thiswill only backup your datathistime only! If you would like your filesto be
backed up daily or every few days then select advanced.
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Completing the Backup Wizard
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8) Under Select thetype of backup choose daily then select Next.
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9) Check the Verify data after backup box to make sure your datais verified when
backed up! Click Next.

How to Back Up
You can specity verfication, comprezzion, and shadow copy optionz.
0

Backup Wizard

Select the options you want to use.

[v]iverify data after backup

Werification reads the backed-up data to verify itz intearity. This
ztep takes extra time, but verification helps ensure that your
backup iz successful.

Hardware comprezsion increazes the available storage space
an the backup media, which reduces storage costs.

[[] Dizable volume shadow copy

A volume shadow copy allows fles to be backed up even
though they are in the process of being written to.
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10) Under If the archive media already contains backups choose replace the data
on the media with this backup and click Next.

11) You can leave the default label if you wish or you can create a new name then
click Next.



12) You can choose later and then type in a Job name such as PC backup. Then
select Set schedule.

Backup Wizard

When to Back Up
“'ou can rn the backup now or zchedule it for later.

Wwhen do wou want to run the backup?
O Mow
() Later

Schedule entry

Job name: | |

Start date: |Fiiday, December 27, 2002 at 11:524M |

Set Schedule...
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13) Hereiswhere you can specify when you wish to create your backups. Choose
daily and select atime your computer will be on. Y ou can specify how frequently
you would like your files backed up under the schedule task daily option.
Choose every how many days you would like to be backed up. There are more
advanced options under the advanced button if you need more. Then select Next.
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14) Click Finish and your computer should be ready to be backed up.

15) Backup Progress

Backup Progress

o o (o |

Dirives | |

Label: | |

Status: |F'reparing to backup using shadow copy... |

Progress: [ |

Elapzed:
Tirme: |

Proceszing: |

Proceszed:

File:: | i |

Bytes: | |:||




16) Backup Completed

Backup Progress

The backup iz complete.
To zee detailed information, click Bepart.
Dirive: |D; |
Labet \Backup.bkf created 12/27/2002 at 1202 P |
Statusz: | Conpleted |
Elapzed: E zstirmated remaining:
Time: | 3 seu:.| | |
Frocessed: E stimated:
Files: | 1 | | 1 |
Bytes: | EEF| | EE?|

For more information click on the Start Menu > Help and Support
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