How to Back Up Files

Click on “Computer” on your Desktop and select the (C:) Drive

L
& » Computer » w |43 Ml Search Computer pel

Organize ¥ System properties  Uninstall or change a program ~ Map network drive  Open Control Panel - A @

¢ Favorites = 4 Hard Disk Drives (1)

B Desktop Windows (C3) B
Downloads — — h . . 1

* g/ 188 GE free of 232 GB (C) Drive

%l Recent Places

4 Devices with Removable Storage (1)

9 Libraries A

) Documents f"? DVD RW Drive (D)
=

& Music H -

=] Pictures 4 Network Location (3)

H videos ___ StudentShare _ Apps (\Wicsschfs01\EGOGFSOLI) (W:) _ Teachershare _ staff (\\fesschfs01\eB06f0L) (V:)
o (\Wesschfs01\EGOGFSOL)) (V) o e | =P (\fosschfsDI\EGOGFSOL)) (X:) S~
ot iy | <a®, 4730GBfrecof 170 GE R — | <eif, 47.30GE free of 170 GB

1%/ Computer
&, Windows (C:) — Lol
37 (WesschfsO1\EGOGFSOLStai) (Z)
& StudentShare (N | cod’ g

S .
9 Apps (\fesschfs_| < (Z') Drive
3 TeacherShare (\\
59 staff (\Wesschfsl:

5 rallardim Atfrce

Click on Users and select your name
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Now you will want to create a folder in your (Z:) Drive (or external hard drive/cloud drive)

Click on your (Z:) Drive and create a back up folder: (Cir+shift+N) and name it backup
and date then open folder.

Open both folders side by side: (+ right or left arrow to move active window)
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Then copy and paste (or drag) the above folders to your backup folder.



