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Last month, we decided to start taking backups of our computer files(link to last month).
One of our readers asks the question, how often is frequently? Well, the answer to that is “it
depends”. It depends on how much time you are willing to spend to re-create the files you
lost. For most of us, monthly backup is the recommended frequency.

Once you decided on how frequently you need to backup your files, you have two options to
do the back ups on that schedule. You can use the advanced options to set up a
scheduled time, or you can remind yourself to do it monthly.

Using the Backup or Restore Wizard’'s advanced option, just click on Advanced when you
are setting up your backup job.

Completing the Backup or
Restore Wizard

£ — ou have created the following backup settings:
MName: D\t onthiy. bkf

Description:  Set created 1/28/2007 at 1:48 P
Cortents: Selected files and folders

Location: File

To cloze this wizard and start the backup, click Finish

Tao specify additional backup options,
click Advanced Advanced.. |

< Back T

Cancel |

Type of Backup, we recommend Normal. You will also be asked How to back up, select
verify Data After back up.

Backup or Restore Wizard | x| Backup or Restore Wizard | x|
Type of Backup How to Back Up
“fou can choose the type of backup that fits your needs. Vou can specify verfication, compression, and shadow copy options.
= =

Select the type of backup: Select the options you want to uze
ioma =] ¥ Henty deta after backup

Description Yerification reads the backed-up data to werily its integrity. This

Backs up selected files, and marks each file as backed up. step takes extra time, but verification helps ensure that your

backup iz successful.

™ sz hardware compression, i available

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 to.

< Back I Mext > I Cancel | < Back I Mext > I Cancel |

Next question is the Backup Option. Do you want to append this back to the existing back
up or replace the existing? Select append to existing backup rather than replacing, unless
you are approaching a disk space limit. Next, you will schedule your backup to run at the
frequency and time you decided on.
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Backup or Restore Wizard [} Backup or Restore Wizard | x|
Backup Options When to Back Up
“Y'ou can specify whether o overvrite data, and whether to restrict access to your ‘@ *ou can run the backup now or schedule it for later. L) o B
data. i
1t the medium pou are using to back up your data already Wwhen do you want to un the backup?
containg backups, choose one of the following options: = Now
% Append thiz backup ta the eisting backups | ater
" Beplace the existing backups Schedule entry

The following option is available only if vou are replacing the Job name: |5th afl Each Manth

exigting backups.

Start date: ISunda_l,l,.January 28, 2007 at 1:50 PM

Aillow anly the awner and the Sdministraton access tothe g
= > = t Scheduls...
backup data andto any backups appended to this medium =26t achedule

< Back I Meut > I Cancel | < Back I HMest > I Cancel |

Click on the Set Schedule button and the Schedule Job wizard comes up. These are our
recommended settings.

Schedule Task: Select Monthly.

Start Time: set it at 3am when we are sleeping

Schedule Task Monthly: The Second Sunday of the month.

Press OK, and you will be asked to supply an ID and PW, use the ID / PW you use to log
into the computer.

Schedule | Settings I

ﬁk‘ At 3:00 Ak on the second Sun of every manth, starting
@"‘3 1/28/2007

Scheduls Task: Start time:
I 300 AM ﬂ Advanced... |
Schedule Task Monthly
" Day Iﬁ_:l of the manth(s]
* The Isecond j ISunda_l,l j of the month(z)

Select Manths |

Run as: ITHINKPAD1\E|i:2
EcsnEit quuunu

[ Show multiple schedules.

LConfirm password:

ak. I Cancel | 0K I Cancel |

Press OK, you will see the confirmation Screen. Press FINISH, to complete the scheduling of
your backup. You have successfully setup your computer to do backups, leaving more time
for you to have fun!.

HTO0702A_ComputerFileBackup.doc 2of 4



oS
)

ur’ﬁ

Completing the Backup or
Restore Wizard

“t'au have created the following backup settings:
Mame: D:A\Monthly. bkf
Description:  Set created 1/28/2007 at 1:53 PM
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Contents:  Selected files and folders

Location:  File

When: Sunday, January 28, 2007 at 3:00 AM
Type: Normal backup.
Other: Werify on. Do not uge hardware compression,

Append to my media

Press Finizh to schedule the backup.

< Back Cancel |

Let say a few months down the road you wanted to make a change to the time the backup
is executed? You can modify by editing the schedule. In Control Panel, there is the
scheduled Tasks link; you can see the Second Sunday of Each Month backup job scheduled.
Double click to modify as needed.

LjScheduled Tasks
File Edit Yew Favorites Tools Advanced Help | lﬂ'
Q- Back - J - ? X /.- ) Search |t|..- Falders E-

Address [ 4) scheduied Tasks =
Folders »x | Mame = | Schedule I

@ Deskion = |21 add scheduled Task

AppleSoftwarelpdate AL 3:47 PM every Mon of every week, starting 12/21/2006

() My Documents <
b;, Second Sunday of Each Month At 3:00 AM on the second Sun of every month, starting 1/28/2007

= j Iy Computer
S Local Disk {C:)
S USE HD (D)
i DVD-RW Drive (E:)
i DYD Drive (F2)
=] [} Cantrol Panel
4 Administrative Tools
.,3 Fonks
& Network Connections
%2 Printers and Faxes
% Scanners and Cameras
7] scheduled Tasks
|2) Shared Documents |4 | j
|1 objects selected v

Now that you have the files backup up, how, do you restore them when you need them?
First, find your backup files using Windows Explorer. Double click on the backup file, in this
case, Monthly.bkf, and the Backup Restore Wizard will appear.
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|272006_12_20 Backup

Fle Edt View Favortes Tools Help

OEaEk' > - x/-ESearch

1} Folders |E|'

Address |_) [:\2006_12_20 Backup

Falders X

size | Type

(B Desktop S
(L My Dacuments
= 5§ My Computer
< Local Disk ()
E] %e USB HD (D:)
[ 2005_09_12 Backup
() 2005_10_15 Backup
[ 2005_12_11 Backup
() 2006_01_21 Backup
() 2006_02_04 Backup
() 2006_02_19 Backup
() 2006_03_02 Backup
(5 2006_03_25 Backup
[ 2006_05_27 Backup
(5 2006_08_05 Backup
(5 2006_11_12 Backup
9 2006_12_20 Backup
() 2007_01_19 Backup
() z5oftware
2L DVD-RW Drive (E:) -
L DVD Drive (F)
@ Control Panel
() shared Documents -]

91,972 KB Windows Back

[Type: Windows Backup File Date Modified: 12/20/2006 9:47 PM Size: 9.8 ME 89,8 MB

I L]
4

| 4 My Computer
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welcome to the Backup or
Restore Wizard

Backup or Restore Wizard

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

It pou prefer. you can switch to Advanced Mode ta change the
settings uzed for backup or restore. This option is recommended
tar advanced users anly,

To continue, click Next

< Baclk I Hest > I

Cancel |

Select Restore files and Settings, and Press NEXT. You are then asked to select the files you

want to restore.

Backup or Restore Wizard

Backup or Restore
‘Y'ou can back up flles and settings, ar restore them from a previous backup.

Backup or Restore Wizard

=

What to Hestore
‘Y'ou can restore any combination of dives, folders, or files.

what do you want to do?

" Back up files and settings

5 Restore files and settings

Double click an item on the eft to see its contents. Then select the
i check box next to any drive, folder, or file that you want to restore.

Browse...
Name =

O 3 &pplication Data
O [ Cookies

O i) Deskiop

|Z) Favorites

B15) Food andWine [ ) Local Settings

= MTUSER.DAT

M) Info and Search Er B NTLISER. DAT LOG

A0 L | | == - _l;l
»

J : 3 1 |

Items ta restare:

- BAI) Favwiites -]

) Entertainment and J
M) Financial

¢ Back I Mext > I

Cancel |

< Back I Meut > I

Cancel |

Select the files, then, press NEXT. There will be a series of screens showing the progress of
the restore, and eventually (depending on how many files you are restoring), the Restore

Completed screen will come up.

Using this simple back up and restore, the files are all place back into their original file
folders where they were backed up from. Next month, we will look at how to utilize
Calendar programs to simplify our lives.
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