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	[image: image2.png]The purpose of this tutorial is to show you how to
perform "drag and drop" backups in Windows.
"Drag and drop" refers to selecting files and
folders in one location of your computer or
network space and copying them to another
location by dragging the files to a new location.






	

	


	[image: image3.png]This tutorial shows you how to backup files and
folders to a flash drive and to the network.

This tutorial assumes that the files you wish to
back up reside on your computer's My
Documents folder and the Windows desktop. If
you have files and folders elsewhere on your
computer that you wish to backup, you need to
take steps the copy them.
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	We'll begin by demonstrating how to backup files and folders to a flash drive. We'll 

assume that the flash drive has been inserted into the USB port of your computer.

Double-click the 'My Computer' icon.
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	Double-click the USB flash drive icon.



	


	[image: image6.png]= SecureGuard on ".psf (V:)

File and Folder Tasks

29 Wake anew folder

Other Places

2 My Computer
@ mo

5 Shered Docum
&3ty NetworkPlac

de the fl

«J start € & 7 [ @ adobeCaptivate T SecureGuard on " psf.

© 02sam






	Next, we'll add a backup folder to the flash drive. Right Click inside the flash drive.
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	Select the 'New' menu item.
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	Select the Folder menu item.
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	Give the backup folder a name.
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	Open the backup folder.
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	Create a new folder within the backup folder. Right-click in an empty area of the window.
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	Select the 'New' item from the menu.
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	Select the Folder menu item.
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	Name the folder 'My Documents'.
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	Double-click the My Documents folder.
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	Now that we have set up the flash drive, we're now prepared to start copying the files from the 'My Documents'  folder located on the computer.
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	Select the My Documents link.
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	Select the contents of the My Documents folder.
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	Drag and drop the selected files and folders in the My Documents folder on the computer to the 'My Documents' folder located on the flash drive.
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	We now need to prepare to copy items from the desktop of the computer to the flash drive. We'll start by creating a folder on the flash drive. Right-click on the flash drive.
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	Select the Folder menu item
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	Create a new folder for your desktop items.
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	Double-click the My Desktop Items folder.
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	Click the title bar of the other window.
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	Select the items from the desktop that you want to backup.
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	Drag the selected items to the flash drive window.



	


	[image: image29.png]| & My Desktop Items. (=]

e S .

0-0-8|PB]

Fle Edt View Favortes Took Help

-0 -3 |Pp|@E-

adess @ peskiop  Adress |2 viiBackup 8_24_09\My Documentsipty Desktop Ttems v B
Nere see Type
211 iy Documents System Folder B W W
2y Computer System Folder
3 bty Network Flaces System Folder #
& Recyde Bin System Folder
=] E1rremet Explorer System Folder a
x R IMSA Financials 1KB  Shorteut x
() Current Projects. Fil Folder
iy Pictures. Fil Folder
%) N B woctaprefoc 246 shotet A
Pruty.exe 444K8  Applcation
=] - ispybot - Sarch  Desroy 166 shortaut
=] 5 soywareBlaster K8 shortcut
9

<
Sl vl v

«







	All the selected files and folders located on the 'My Documents' folder and the Windows desktop have been backed up to the flash drive.
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	Next we'll open up a window so that we can back up files and folders to network drive space. 
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	Double-click the My Computer icon.
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	Double-click the on the network drive to which you wish to back up your hard drive. For most staff members, the best network drive to choose is the staff server which is normally mapped to the S: network drive letter.
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	Double-click the on the network folder containing your user name.
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	Right-click on a blank area of the folder.



	


	[image: image35.png]Flo Edt View Favortes Took

Help

:eveva\, e

: Adcress [ 2 stymerks

AppleDouble

Fierasoft Word Document
e

_beatles1965.pg
Faint Shop Photo Albur Picture:

_IT Support Engineer.doc

CeiD K

#icrosaft ord Document i}
1

5 _3ons Timesheet. nurbers
NUMBERS File: 2]
ra

_vtcCentficate-33747.paf
B _atto_fie
4G

1 2008 Evaluation - Jon.doc
Micrasoft iord Document
142¢8

beatles1965.jpg

360 336

exchangeprr.do_fies

Snapz Pro

2009 Evalustion - Jon.doc.
Fierasoft Word Document
e

_exchangePrr.do_fils
50_FILES Fie
s

_lons Job Descripton.doc
Fierasat Word Document
Ike

_Jons Timesheet.xls
Fierasoft Excel Worksheet
e

D5 _Store
D5 STORE Fle
7@

1 2009 Evaluation - Jon.doc

Micrasoft ord Document
66KE

Chronclogical_bible_-_wesk.3.
Wicrasoft Word Document.

M sz e oserodied
Qi vouments System Folder
3y Conputer System Folder
iy Network lces System Folder

& recydesn
Extemet Bpbrer

System Folder
System Folder

ISA Financils 1B shorteut 11/7j2007 3201 PM
View > fojects File Folder 81212009 2:29 P
T File Folder 8212009 4:11 PM
e fox 2K8 shortaut 5142008 103 PM

444K8 Applcation 7/30/2009 2:09 P
Custanze This Folder earch & Destroy 1KB shortcut 2112/2009 5:26 P
faster 1KB Shorteut 4142009 2:51 P

Paste
Paste shiptcut
Unda Cor

iz

@ shortat

) oricfease
[ Bitmap mage
) Microsoft Word Document
5] Microsoft PowerPoint Presentation
(8 Paint shop Pro Inage
{25) Microsoft Office Publsher Document
Text Documert
2] wWave sound
) Microsoft Excel Warksheet
(3 Compressed (dpped) Folder

Propertiss







	Select the Folder menu item.
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	Give the backup folder a name.



	


	[image: image37.png]= jmarks EEX
P He Edt Vew Fovortes Todk Heb T
Help
ie-o-a|re|m
| Address | Sitjmarks. v Be
B @ AopleDaube ﬁ exchangePrr.co_fies Name See | Type | Dtetedfed
(E3my Documents System Folder
= 3 by Computer System Folder
<« ietwork Places stem Folder
Ed y Docurents soapapro L] Sytem ol
2 Recyele Bin System Folder
? Binternet Exlorer System Folder
2008 Evaluation - on.coc 2009 Evaluation - Jon doc £RMsA Financiss 168 Shortat 117772007 301 P11
=) P2 | ot ordocimere LR | ot WardDoiment Bemanroms el e
X — — @y Pitures e Folder B121/2009 411 P
8 Mozl Firefox 2B Shartcut /142008 1:03 P
B ﬁ ﬁ New Foldsr Boitty.exe 448 Application 7430j2009 2:09 P11
. JilSpybot - Search & Destray 168 Shortat 2j12/2009 5126 P
=2 1 [ Byspywareblaster K8 shortcut 4{14/2009 2:51 P
a =
(=]
3 _IT Support Engineer doc _Jors Jb Description.doc
& ¥] 1| icrosaft word Document ¥] 1| ifrosoft word Documen
3 1 1
= . _Jons Timeshest numbers ] _lons Timeshest.xls
5 7| eeRs Fie icrosoft Exce Worksheet
ra e
_eCenficate 33747 paf 05 store
F ato il D TR Fil
i 76
2008 Evaustion - Jon doc 2009 Evaustion - Jon doc
Vicrosaft Viord Document Vicrosaft Viord Docuent







	Double-click the backup folder.
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	Right Click within the backup folder.
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	Select the New menu item.



	


	[image: image40.png]Fle Edt View

ups B_24.09

Favorkes  Tools

Help

:eveva\, e

 Address | SmarksiBackups 8_24_09

LeoDo U
»

«

View

arrangs Icons By
Refresh

Custarize This Folder.

Paste
Paste shortcut

Unda Rename iz

Propertiss

@ Shortcut

) oricfease

[ Bitmap mage

) Microsoft Word Document
5] Microsoft PowerPoint Presentation
(8 Paint shop Pro Inage

{25) Microsoft Office Publsher Document
) Text Documert:

2] wWave sound

) Microsoft Excel Warksheet
(3 Compressed (dpped) Folder

& recydesn
Extemet Bpbrer

R Frandls e
Sicurentproeds

@y ptres

BrcctaFrefos 210
Pruty.exe 4448
5prbot - search s Destroy e
B somaresloser e

System Folder
System Folder
Shartzut

File Folder
File Folder
Shartzut
Appication
Shartzut
Shartzut

b
Y8
M sz e | Dste Modiied
Qi vouments System Folder
3y Conputer System Folder
iy Network lces System Folder

11/7j2007 3201 PM
81212009 2:29 P
8212009 4:11 PM
5142008 103 PM
7/30/2009 2:09 P
2112/2009 5:26 P
4142009 2:51 P







	1

Select the Folder menu item.
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	Name the new folder 'My Documents'.
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	Select the other window.
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	Select the My Documents link.
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	Select the items in the 'My Documents' folder that you wish to back up.
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	Move to the other window, then double-click the My Documents folder.
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	Move back to the other window and select it.
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	Select the contents of the 'My Documents' folder and drag them to the other window.
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	The contents of the 'My Documents' folder has now been backed up to the network. Next we'll create a folder on the network to hold the items from our desktop. Right -click on blank space in the network folder window.
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	Select the 'New' menu item.
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	Select the 'Folder' menu item.
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	Name the folder 'My Desktop Items', then double-click the My Desktop Items folder.
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	Move to the other window.
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	Select the Desktop link.
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	Select the items on the desktop that  you wish to back up to the network.
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	Drag the selected items to the other window.
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	The selected desktop items have now been backed up to the network.
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	In this tutorial you learned how to back up files and folder from your My Documents folder and your Windows desktop to a flash drive and a network storage location.
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