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Guide to basic setup and restore using Windows 7’s built-in backup.

Setup:

Start -» Control Panel » System and Security -» Backup and Restore
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File Edit ‘Wiew Tools Help

Control Panel H
e - Back up or restore your files

'@ Create a system image Backup

By Create a system repair disc Windows Backup has not been set up. B 5et up backup

Restore
Windows could not find a backup for this computer.

IS‘Selec‘t another backup to restore files from

Recowver systemn settings or your computer

See also
Action Center
@ Windows Easy Transfer

Backup - Set up backup.
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ily Starting Windows Backup

Please wait while Windows Backup starts

Starting Windows Backup will take a while. On a reasonably fresh Windows 7 installation with a
new HP 8100 Elite CMT, it took several minutes.

Next, pick a drive to back up to. Windows 7 will automatically recommend external harddisks,
although you may choose an internal one if your computer has multiple physical internal harddisks.

SSC recommends that you use an external harddisk that you have dedicated solely for backup.



Unplug the drive entirely when not using it to backup your system (if you are doing only periodic
backups). If you are doing continuous backup as some programs permit then please leave the
drive constantly connected.

In this example we will be using an external WD MyBook 3.0 (connected as J:) for backup.
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Select where you want to save your backup

We recommenc that you save your backup on an external hard drive, Guidelings for choosing a backup
destination

Save backup on:

Backup Destination Free Space Taotal Size

= Data2 (D) 496,12 GB 93151 GB

@ OVD RW Drive (E:)

W2 My Book 3.0 (J) [Recommended] 031.39 GB 831.51 GB

’ Save on a netwark... ]

I Mext I[ Cancei]

Windows Backup in Windows 7 offers two choices on what to back up—*“Let Windows choose”,
which backs up selected folders such as Documents, Pictures, the desktop, and creates a system
image. This option is fine for most users.

The second choice, “Let me choose”, is for users who do not use Windows’ default storage
locations for their data. SSC has found some users store things in legacy areas such as
“C:\research” or other folders. This option will let the user select them manually.



What do you want to back up?

@ Let Windows choose {recommendec)

Windows will back up data files saved in libraries, on the desktop, and in default Windows folders.
Windows will also create a system image, which can be used to restore yvour computer if it stops

files to back up?

(71 Let me chaase

You can select libraries and folders and whether to include a system image in the backup.
The items you choose will be backed up on a regular schedule,

I Mext I[ Cancel

When selecting “Let me choose”, Windows will give you a folder tree of the computer with
checkboxes next to each folder. Expand the tree as needed and check the desired folders to
backup. By default, a separate folder tree for “Data Files” will be included for user data and will be
checked by default. Also included by default, a system image of the boot drive will be performed.

Windows Backup by default backups almost all files, unlike some other programs that do not do
certain file types (such as video) by default.



What do you want to back up?

Select the check box of the items that you want to incluce in the backup. #What filzs are excluded by
default from the backup?

a4 SR Data Files
[V]152, Back up data for newly created users
& [V]52 brian's Libraries
b [V]42 Department Tech's Libraries
a4 M Computer
B Lacal Disk {C:)
b [Chye Data2 (D)

Include a system image of drives: System Reserved, ()

A system image is a copy of the drives required for Windows to run. You can use it to restore your
computer if it stops working.

I Mext I[ Cancel

The next screen will review the backup settings chosen before running the backup.

The backup schedule settings may be changed from this screen, or they may be changed later.
The computer and backup drive must be both be on and connected for backup to occur, so the
default time provided by Windows—in this case, every Sunday at 7:00pm—may not be ideal.



Review your backup settings

Backup Location: My Boolk 3.0 (1)

Backup Summary:

Iterns Included in backup

%AII LISErs Default Windaows folders and la...
1M System image Included

Schedule: Every Sunday at 7:00 PM Change schedule

/0, Asystem repair disc might be required to restore a system image. More information

I Save settings and run backup I [ Cancel

The “change schedule” is fairly simple. Backup frequency, time, and date may all be adjusted.



How often do you want to back up?

Files that have changed anc new files that have been created since vour last backup will be added to
your backup according to the schedule you set below.

[¥]i Run backup an a schedule {recarmmenclecl)

How often: [Weekl)r

What day: ’ Sunday

Whattime: | 7:00 PM

Hit “ok” or if you did not need to change the backup schedule, skip that. Instead, go ahead to
“Save settings and run backup.”

We will create a system repair disc later.

This will close the “Set up backup” window and go back to the main Backup and Restore window in
Control Panel, where you can then view your backup progress. If this is your first backup, this may
take some time depending on the amount of data involved.



Control Panel H
e - Back up or restore your files

'@ Turn off schedule

& Create a system image &y Backup in progress... %) View Details
i i

'@' Create a system repair disc

Backup

Location: My Book 3.0 (1)
i |

E 931.39 GE free of 931.51 GB

Backup size: Not Available
'@'Manag& space

| Iﬁ'ﬁatkupnm\f [

Mext backup: In progress...
Last backup: Never

Contents: Files in libraries and personal folders for all users and system
image

Schedule: Every Wednesday at 10:00 AM
'@'Qhang& settings

Restore

You can restore your files that were backed up on the current location. | Restare my files |
'@'Restcre all users' files

'@'Select another backup to restore files from

Recowver system settings or your computer

See also
Action Center
@ Windows Easy Transfer

After completion, the screen will look slightly different to show that at least one completed backup
has been done.



Edit Miew Tools Help

Control Panel H
e - Back up or restore your files

'@ Turn off schedule Backup

Location: My Book 3.0 () @ Back up now
=] -

E 769.85 GEB free of 931.51 GB

Backup size: 158.61 GB
'@Manage space

'@ Create a system image

'@' Create a system repair disc

Mext backup: 4/6/2011 10:00 AM
Last backup: 4/5/2011 7:09 PM

Contents: Files in libraries and personal folders for all users and system
image

Schedule: Every Wednesday at 10:00 AM
'@Qhange settings

Restore

You can restore your files that were backed up on the current lecation, Restore my files

'@'Resto re all users' files

'@'Select another backup to restore files from

Recover system settings or your computer

See also
Action Center
'@' Windows Easy Transfer

You may then create a System Repair disc from the same screen, on the left side under “Create a
system repair disc.”

Restore

Starting from Control Panel -» System and Security -» Backup

Go to “restore my files” for the basic restore of missing/damaged user files.



File Edit ‘Wiew Tools Help
Cortrol Panel Hegs Back up or restore your files
'@ Turn off schedule Backup
'@ Create a system image

Location: My Book 3.0 () @ Back up now
'@' Create a system repair disc — I

E 769.85 GEB free of 931.51 GB

Backup size: 158.61 GB
'@Manage space

Mext backup: 4/6/2011 10:00 AM
Last backup: 4/5/2011 7:09 PM

Contents: Files in libraries and personal folders for all users and system
image

Schedule: Every Wednesday at 10:00 AM
'@Qhange settings

Restore

You can restore your files that were backed up on the current lecation, Restore my files

'@'Restore all users' files
'@'Select another backup to restore files from

Recover system settings or your computer

See also
Action Center
'@' Windows Easy Transfer

This may take a while to load, depending on the size of your backup.

You may then search or browse for the files you wish to restore from backup.



Browse or search your backup for files and folders to restore

All files will be restored to their latest version,
Choose a different cdate

Mame In Falder Date madified [ Search... ]

Click Brawse far files, Brawse far falders, ar Search to add files ta this list. [ Brawse for files ]

[ Browse for falders ]

Remaove

Remaove all

To search for a file, hit “search” and then type in all or part of the file name or folder name to
search for it, then check the box for the desired file or folder, and hit ok.



"+ Search for files to restor

Type all or part of a filename or folder to search for it

Search for:

In Falder Date madified

Type a name and click Szarch to find files.

Select all | | Clear all [a] Cancel

To browse for files or browse for folders, the navigation screen is similar—it shows previous
backup occurrences as folders with the date/time of the backup, and you may navigate inside to
find the one you wish.

Select the files or folders you wish to add, then hit “add file” or “add folder” as needed to add to
the restore.



Organize =

Y 1/20LL 339 P
Backup

m Micrasoft® Windows Backup ] Backup of C:

File name: - [ANFiles 9

| Addfiles | |

Once all of the files and folders to restore have been selected, hit “next.” If some of the files or
folders selected are unwanted, select them and hit “remove.”



) & Restore Fil

\, #

Browse or search your backup for files and folders to restore

All files will be restored to their latest version,
Chaoaose a different date

Mame In Falder Date madified [ Search... ]

T HDDCompatibili..  C:\Users\brian'Desktop  7/22/2010 1L:54 AM [ Browse for files ]

[ Browse for falders ]

Remaove

Remaove all

Restore files will then ask where do you wish to restore them—to the original location, or to a
different location.

The “In the original location” will overwrite the existing file in that location, which is what you may
wish to do if the original file was overwritten, damaged, or corrupted and you wish to restore it
immediately.

The “In the following location” will restore the backup file to a folder or drive of your choice. This is
useful if you wish to compare the current version of the file with the restored version from the
previous backup.



Where do you want to restore your files?

@ In the original location:

() In the fallowing location:

I Restore I[ Cancel ]

After hitting “restore”, if you have picked a location where the file already exists, the standard
Windows file copy and “warning, this file already exists” dialog will pop up. Hit “copy and replace”
to restore the version from backup, “don’t copy” to skip copying, or “copy, but keep both files” to
change the name of the restored file to the name shown by Windows.

This is a standard Windows copy dialog, if you are unfamiliar with it, please consult other sources
as an extensive explanation is beyond the scope of this document.

After restoration is complete, Restore Files will report it and give you an option to see which files
were restored.



The “View restored files” is a standard Windows Explorer view of the locations files were restored
to.

After viewing the restored files, you may close the Explorer window, then hit “finish” in the Restore
Files to complete the process.
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