
Backup Procedure for Win-2K/XP users only. 
 
The first step of the backup process is establishing space on a local server called 
“MIAPOGO”.  To do this one first must attach to server “MIAPOGO”. 
 

1. Go to “Start” from your desktop. 
2. Then hit “Run” 
3. Now type \\MIAPOGO and hit enter. (Some users may be able to hit the link 

provided) 
 

 
 

Once you have connected, you should see a folder with your user name. 
 
Now proceed to enter this folder, and then after you have entered the folder go ahead and 
exit. 
 
 

 
 



 
 
 
 
Now once you have exited that folder, go to your start button again and choose “RUN”.   
 
This time we want to run “NTBACKUP”. 
 

 
 
 
Click “OK”. 
 
Now a screen should appear that looks like the following: 
 

 



 
On this screen please choose “Advanced Mode”. 
 

 
 
 
From this screen we want to click on the tab near the top that reads “Schedule Jobs”, and 
that will take us to the next screen shown below. 
 



 
On this screen above ignore the dates for now, and just click on the “Add Job” button 
located near the bottom of the calendar.   
 

 
 



On this screen just click “Next”. 
 

 
 
Just click on “Next” again for a full backup, or choose files by selecting the second radio 
button and then clicking “Next”. 
 
 



 
 
Here we want to click the “Browse” button to choose the appropriate network location.   
 
*Note if your system has pre-selected “3 ½ Floppy (A:)”  as shown above, there will be a 
“Please insert disk” alert appear; so just press the cancel button on that. 
 



 
 
 
 From this screen we want to navigate to our desired LAN server.   

1. Click on the icon for “My Network Places”. 
2. Then “Entire Network” 
3. Then “Microsoft Windows Network” 
4. Then “MIA01” 
5. Then choose “MIAPOGO” 
6. Next choose the folder inside “MIAPOGO” labeled with YOUR USERNAME. 

 
Now you can rename the file or leave it as ‘Backup’.   
Click “Save” 
 



 
 
Now click “Next”. 
 
 

 



The setting should be on normal, and then click “Next”. 
 

 
 
Leave all boxes unchecked and choose “Next” from this screen. 
 



 
 
Choose “Replace the existing backups” and then click “Next”. 
 

 
 



Enter the Job name, and then click “Set Schedule” button. 
 

 
 
From here we can schedule jobs.  We want to Schedule the Task for “Monthly” from the 
drop down menu, and start time to your preference.  Please schedule by first, second :: 
weekday of the month, and not by day of the month. 
 
Then click “OK”. 
 



 
 
Now after you click “Next”, you should get a screen that looks like the following: 
 

 
 
Here, “Run as:” should already contain “MIA01\<YOUR_USERNAME>”, so just enter 
your local LAN password, and confirm. 
 
Then click “OK”. 



 
 
 
At this screen you are almost done, just look over the dates and information and then 
click “Finish”. 
 



 
 
This screen will show you the next date of backup.  If you want to remove the backup 
schedule, just delete the icon on the specific date.  
 
Finally exit this screen and you are done. 
 
 
If you need more detail, there is a demonstration video of this entire procedure located at:  
Video Demo. 
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