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Microsoft Backup for Windows XP

Setting up an immediate backup job to ESS

1. Click on Start.
2. Select All Programs, then Accessories, then System Tools, and then Backup.
3. When the Backup or Restore Wizard window appears, click Next.

Backup or Restore Wizand EJ

Welcome to the Backup or
Restore Wizard

This wizard helps vou back up or restore the files and
settings on your computer.

IF you prefer, you can switch to Advanced Mode to change the
settings used for backup or restare. This aption is recommended
for advanced users only,

[#] &lways start in wizard mode

To continue, click Nest

G (o=l
SN——

4. In the Backup or Restore window select Back up files and settings and click Next.

Backup or Restore Wizand ]

Backup or Restore
“f'ou can back up files and settings, or restore them from a previous backup.
=

“what do you want to do?

(3) Back up files and sattings

() Restore files and settings

[ < Back % Mext » )[ Cancel ]

5. In the What to Back Up window, select Let me choose what to back up and click Next.

Backup or Restore Wizand g]
What to Back Up
“You can specify the items you want to back up.
L o 2]

whit do you want to back up?
(O My documents and settings

Includes the My Documents foldsr, plus your Favorites, desktop, and cookies.
(O Everyone's documents and settings

Includes every user's My Documents folder, plus their Favorites, desklop, and
cookies.

() Allinformation on this computer

Inciudes il data on this computer, and creates = system recovery disk that
can be used to restore Windaws inthe case of  maior faikire.

% Let me choose what to back up

[<Back ([ Nexu) Cancel
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6. In the Items to Back Up
that will be backed up.

Backup or Restore Wizard §|

Items to Back Up

Items ta back up:
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window that appears, you need to select the file and/or folders

‘You can back up any combination of drives, folders, or files. @
=

Double-click an item on the left to see itz contents on the right. Then select the check
t box newt to any drive, folder, or file that you want to back up.

=

[} Desktop #| | Mame Type A
¢ My Computer O & &pplication Data File Folder
== 3% Floppy [ [ ) Cockies File Foldsr
O= Hemo\@ble Disk [D:] |2 Deskiop File Falder
=[] Local Disk [C:) ¢ Favorites File Folder

[ DATATEL

=-[J1C3) Documents and Settin
Q) Administrator
D5 AllUsers
) Default User
QO Local3ervice

3 5 Local Settings File Folder
O )My Documents File Folder
O MetHood File Folder

O Application D
I Cockies
M) Deskiop
5e Favoiites
) Local Setting:
) My Documen || v
¥ < >

[ < Back ” Mext » ][ Cancel ]

7. In the left window, click on the “+” sign to navigate through the directory structure. If you
want to select a file or folder, click on the square box next to it. A blue check mark
indicates that the entire folder will be backed up, while a black checkmark indicates a part
of the folder will be backed up. The recommended files and folders to be backed up on a

Windows XP machine are:

Desktop

C:\Documents and Settings\(user)\Desktop

Documents — Exclude downloads,
My Pictures, and My Music

C:\Documents and Settings\(user)\My Documents

Thunderbird Folder (includes
address book, signatures, and
settings)

C:\Documents and Settings\(user)\Application
Data\Thunderbird

IE Favorites

C:\Documents and Settings\(user)\Favorites

Microsoft Office Templates

C:\Documents and Settings\(user)\Application
Data\Microsoft\Templates

FileMaker Pro or PalmSync files?

Other data you have filed outside of the My Documents folder

8. In the Backup Type, Destination, and Name window, select your back up destination by
clicking the down arrow and selecting H:, then click Next.
a. If the H: drive is not available, click on the browse button.

Backup or Restore Wizard E‘

Backup Type. Deslinalion_ and Name
“Your files and seftings are stored in the destination you specify
===

Chaoose a place to save your backup:

e @) qo

Tupe a name for this backup:

Backup

[ < Back q Mexst > D[ Cancel
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b. When the Save As windows opens click on the My computer icon (on the left).
Then double click the H: drive so that it appears in the Save in box.
c. Click Open and then Save.

Save fis
Save in; _J tdw Computer v o * % Ev
Y 3 Floppy (80
*, e Local Disk ()
My Recent “* Removable Disk (D:)
Docurnents iye (E:
?ﬁ%
Diesklop _:ﬁapplications on 'Ess' (M:)
=% Campus aon 'Ess' (P1)
tdy Documents
tdy Computer
‘_} File name: Backup bkf hd
2
My Metwark Save as type: Backup Files [*.bkf] w

Cancel

RIX]

NOTE: When the Completing the Backup or Restore Wizard window appears, you need to
decide if you are going to immediately start the back up process or continue on to Setting up a
scheduled backup job on ESS on the next page.

9. If you only want to back up your data once click, Finish.
10. The backup process will begin and a window will appear showing the progress. Click on

Close when the backup is complete.

&

Diive:
Label

Status:
Progress:
Time:

Processing:

Files:

Bytes:

{ 2 x|

Backup or Restore Wizard

Completing the Backup or
Restore Wizard

You have created the fallowing backup settings:
M ame: H:\E ackup. blf

Descripion:  Set created 3/1/2004 at 11:17 &k
Contents: My documents and settings

Lacation: File:

Ta close this wizard and start the backup, click Finish.

[ < Back [ Firish )[ Cancel ]

To specify additional backup options,
click Advanced.

Backup Progress

The backup iz complete.

P Cancel
=

To zee detailed information, click Report.

(%5
TrainAdminB ackup. bk created 3/17/2004 at 9 Diive: =
Backing up files from pour cormputer Label TrainddminE ackup.bkf created 341742004 at 9:
( ) Status: Completed
Elapsed: Estimated remaining:
3zec 1 sec. Elapsed:
Time: 3 seC.
C:\... up shests\Windows XP for Mac User.doc
Processed: Estimated: Fil Pieesszdl e izt
2 2 fes: 22
540,613 828,727 Butes: 828,863

Coee D
~————

Estimated remaining:

PIX

22

828,963
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Setting up a scheduled backup job to ESS

1. Click on the Advanced button.

Backup on Restore Wizard E‘

Completing the Backup or
Restore Wizard

You have created the following backup settings:
Mame: H:4B ackup. blf

Description:  Set created 3/1/2004 at 11:17 A&k
Contents: My documents and settings

Location: File

To close this wizard and start the backup, click Finizh,

To specify additional backup options. =
click Advanced. ‘

[ < Back ” Finish I I Cancel ]
2. In the Type of Backup window, leave the choice as Normal.
Backup or Restore Wizard E\
Type of Backup
You can chooze the type of backup that fits pour needs. @
Select the type of backup;
Draily w
Copy
Incremental
Differential
Dl

[ < Back IL Mext > )[ Cancel ]

3. Click Next.
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4. In the How to Back Up window, check the box next to Verify data after backup.

Backup or Restore Wizard g|
How to Back Up
You can specify verffication, compression, and shadaw copy options.
- ]

Select the oplions you want ko use.

Werity data after backup

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

Hardware compression increases the avaiable storage space
on the backup media, which reduces storage costs.
[[] Disable valume shadow copy

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

[ < Back ]KNexb)[ Cancel ]

5. Click Next.

6. In the Backup Options window, click in the circle next to Replace the existing backups

and click Next.
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Backup or Restore Wizard (%]

X

Backup Options
You can specify whether bo ovenarite data, and whether to restrict access to your
data.

[

If the medium you are using to back wp vour data already
contains backups, choose ane of the following options:

() Append this backup to the existing backups

(¥} Replace the existing backup

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

[] Allow only the owner and the Administrator access to the
backup data and to any backups appended ta this medium

~\
[ < Back ”& Next>)][ Cancel ]
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7. In the When to Back Ui window, click in the circle next to Later to activate the schedule.
Backup or Restore Wizard El

‘When to Back Up
You can nun the backup now ar schedule it for later.

=

‘when do vou want to run the backup?
) Now
() Later

Schedule entr
Job name: | PC Backug]
Start date: |Monday, March 01, 2004 at 11:49 AM

‘ Set Schedule. '

 ~
[ < Back K Mext > D[

Cancel I

8. Give the scheduled task a name by typing in the Job name text box (such as PC backup)

9. Click on Set Schedule button to open the Schedule Job window.

10. Select the frequency of the back up by clicking on the down arrow under Schedule Task.
Then click on the desired task frequency and choose a time.
11. Place a check in the box of the day(s) you would like the back up to run on your computer.

Note: Your computer has to be on and logged into the ESS server.

12. Click OK.
13. Click Next.

Schedule Job E‘E‘

Schedule | Settings

Eﬁh% At 300 PM every Mon of every week, stating 3/7/2004

Schedule Task:
“Weekly

Start time:
3:00 PM

:

Schedile Task wWeekly

2| weekls) on: 5t

[Tue [ 5un
[J'wed

I Thu

CIFi

Even |1

[ 5haw multiple schedules.

o]
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14. Type in your ESS password in both boxes and click OK. Note:
normally what you use to login to your computer.
15. Click Finish.

Backup or, Restore Wizard

Restore Wizar

Name: H:\Backup bkf

Set Account Information Contents: My documents and settings
Location: ~ File
Run as: HAMILTON-Dmezoones When Monday. March 0. 2004 at 3001 PM
Tope: Marmal backup.
Paszword: LITITIT)
Dther Verify on. Do not use hardware compression.

Confitm password: | sesesss|

Completing the Backup or

d
‘fou have created the following backup seftings

Description:  Set created 3/1/2004 at 12:08 PM

Overwrite media without prompting

Prees Finich to schedule the backup.
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The ESS password is

=]

Finish | ) Cancel

Restoring all or part of the backup

1. Double click on the backup.bkf file on the H drive.

Backup or Restore Wizard

Welcome to the Backup or
Restore Wizard
L0 B

Thiz wizard helps you back up or restore the files and
settings on pour computer,

If you prefer, you can switch to Advanced Mode to change the
gettings used for backup or restore. Thiz option iz recommended
for advanced users anly.

Awaps start in wizard mode

To continue, click Mest.

2. Click on Next.

G )
st

3. In the Backup or Restore window, select Restore files and settings and click on Next.

Backup or Restore Wizard

“what do pou want to do’?

() Back up files and settings

(%) Restore files and settings

Backup or Restore
“fou can back up files and settings, or restore them from a previous backup.
=

X

[ < Back [ Mext > )[ Cancel

]

4. In the What to Restore window, double click on folders on the
and then select the any drive, folder, or file you want to restore

left to see their contents
by clicking in the box next

to it. A blue check mark appears if you have successfully selected the item. When you

have made all of your selections, click on Next.
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Backup or Restore Wizard El

What to Restore

Items to restore:

You can restare any combination of drives, folders, or files

o Double click an item on the left to see its contents. Then select the
¢ check box next to any drive, folder, o file that you want to restare.

Erowse.

=MEc
=I5 mscoones

1 & Backupbkf created 34124 -
=4 () Documents and St

O Applicatior

OI5) Desktop

) Favoiites

1=-54) 5 My Docur
O Adobe ¥

¥

Size
3 24KEB
)= Microsoft Backup for 'wi.. 1.704KB
¥
[ < Back u Mext > D[ Cancel ]

Completing the Backup or

Restore Wizard

You have created the following restare settings:

Restore from:
Type: File
Restore to: QOriginal locations

Euisting files: D not replace

To close this wizard and start the restore, click Finish.

To epecify additional restore options,
click Advanced.

Backup.bkf created 3/12/2004 at 12:00

It is recommended that you restore the file(s) to a location different from the original
. Click on Advanced.

3

[ < Back H

Firish ][ Cancel I

5.
location, such as the Desktop
Backup or Restore Wizard
=
6.

In the Where to Restore window, select Alternate location under Restore files to: and

then either type in the iath name or browse to the desired destination.
Backup or Restore and E|

‘Where to Restore

Select a destination for the restored files and folders

Restore files to:

Alternate locatior:

C:\Diocuments and SettingshmscoonesiDesktop

The selected files and folders are restored to the destination you specify.

=

>

Browse:

< Back

n Next >

D [ Cancel

7. Click on Next.

Select the folder in which pour file data will be restared.

= @ Desktop
=} j Iy Computer
“a 3% Floppy [&:]
%« Removable Disk (D:]
(=) Local Digk [C:)
i3 DATATEL
=3 Documents and Settings
12 Administiator
12 AllUsers
15 Defaul User
1 LocalService
=) mscoones
1) Application D ata
i) Cookies

e Favoites
i) Local Settings
i) My Documents
i) NetHood
I3 PrintHood
L.E? Recernt
i) SendTo
i) Start Menu
1) Templates

v
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8. In the How to Restore window, select whether you want to leave or replace existing files.

Backup or Restore Wizard E‘

How to Restore
You can choose haw you want to restare files that are already an pour computer.

‘when restoring files that alieady exist on your computer:

Leave existing files [Recommended)

() Replace existing files if they are older than the backup file

() Replace existing files

[ < Back K Newt » )[ Cancel ]

9. Click on Next.

10. In the Advanced Restore Options window, click on Next.

o

Advanced Restore Dptiong
‘r'ou can choose to restore security or special system files

=

Select the options you want to uze:

Restore security settings

[ Restare junction paints, but nat the falders and file data they
reference

Preserve existing volume mount points

P
[ < Back H\ Mext )[ Cancel ]

11. In the Completing the Backup or Restore Wizard window, click on Finish.

Backup or Restore Wizard El

=

Completing the Backup or
Restore Wizard

‘r'ou have created the following restore settings:

Restore from:  Backup.bkf created 3/12/2004 at 12...
Type: File:
Restore to: Alternate location

Existing files: Do not replace

To cloge this wizard and start the restore, click Finigh,

< Back n Finish 1 Cancel
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12. The Restore Progress window will appear.

Restore Progress

= N
Drrive: | |
Label | |
Status: |Mounting the media.. |
Progress: [ ]
Elapsed:
Processing: |
Processed:
Files:

13. When the restore is complete, the following window will appear. Click on Close.
Restore Progress ‘Elrzl

The restore is complete. "
To zee detailed information, click Report.
Drivve: |C; |
Label |Backup.bkf created 3/12/2004 st 1200PM |
Status: | Completed |
Elapsed: Estimated remaining,
Time: | 5 sec. | | |
Processed: Estimated:
Files: | 1 | | 1 |
Bytes [ 1745432 | 1,744,836

14. If a single file or folder is restored to an alternate location, the complete folder structure is

& Backup ‘;l ‘El b__q
File Edit View Favaortes Tools Help ’,’

eBack = \_) l.@ /'__‘J search i Faolders v

Address2) C:iDocuments and SettingsimscoonestDeskhopiDocuments and SettingsimscoonesiMy Documentsi Training Materials'um » | Go

—
m [ Microsoft Backup For Windows
HP.doc
Microsoft Word Document

File and Folder Tasks
Other Places

Details

For questions or comments regarding this document, please e-mail docxteam@hamilton.edu.
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