Backing Up Your Files

Follow these simple steps to back up the important documents on your C drive to the school-wide server.

Backing Up Your “My Documents” & “Internet Explorer Favorites” folders:

· Right Click on the My Documents icon on your desktop

· Click Explore from the pop-up menu

· Click the + next to My Computer in the left column (If there is a minus rather than a +, move to the next step)

· Click the + next to Local Disk (C:) in the left column (If there is a minus rather than a +, move to the next step)

· Click the + next to Document and Settings in the left column
Double Click on the folder with your username (Ex: melanie.wilde)
· Click once on the My Documents folder
· Hold the Ctrl key (bottom left) and Click once on the Favorites folder

· Both the My Documents and Favorites folders should now be highlighted
Right Click on the My Documents folder

· Click Copy from the pop-up menu

· Scroll down the left column and Double Click on Users on ‘cesapp01’ (U:)

· If you are not already in your own personal folder, Double Click on the folder with your username
· Right Click in the open white space to the far right

· Click Paste (you should see the files being copied)

