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)
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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.
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Now once you have exited that folder, go to your start button again and choose “RUN”".

This time we want to run “NTBACKUP”.
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Type the name of a program, folder, document, ar
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Click “OK”™.

Now a screen should appear that looks like the following:

Backup or Restore Wizard @

Welcome to the Backup or

@ Restore Wizard
2

Thizwizard helps you back up or reztore the files and
gettings an pour complker.,

It you prefer, pou can switch to Advanced Mode to change the
settingz uzed for backup dr restare: This option is recaormmended
for advanced uszerz only.

Alvayz ztart in wizard mode

To continue, click Mest.
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On this screen please choose “Advanced Mode”.

% Backup Utility - [Untitled]

Job  Edit Wiew Tools Help

| welcome | Backup | Restore and Manage Media | Schedule Jobs |

Welcome to the Backup Utility Advanced Mode

If wou prefer. pou can switch to \Wizard Mode to use simplified 2ettings for backup or restare,

Backup Wizard [Advanced]
% The B ackupwizard helps you create a backup of vour programs and files,

I

Restore Wizard [Advanced]
= The Restare wizard helps pou restore your data from a backup.

Automated Syztem Recovery Wizard

The A5R Preparation wizaid helps you create a bwo-part backup of your system: a floppy dizk that has
your zpstem settings, and other media that containz a backup of pour local spstem partition.

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

Backup Wizard @

Welcome to the Backup Wizard

Thiz wizard helpz you create a backup copy of pour data. In
the event of a hardware failure or accidental erasure, you
zah uze the backup copy to restore pour data.

To continue, click Mest.
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On this screen just click “Next”.

Backup Wizard

What to Back Up
You can zpecify the items you want b back up. ]

Select what vou want bo back up:
(%) Back up evervthing on thiz computer
() Back up selected files, drives, or netwiork data

() Only back up the System State data

[ ¢ Back “ Neﬁf |[ Cancel l

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



| Backup Wizard E]

Backup Type. Destination, and Hame
Your files and settings are stared in the destination you zpecifi.
o —

Chooze a place to zave your backup:

EI.‘-*; Floppy [£:] \_’| [ Browse.. ]
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Tope a tiamie for this backup!

!Eackup |

[ < Back “ Ne{:‘g ][ Cancel ]

Here we want to click the “Browse” button to choose the appropriate network location.

*Note if your system has pre-selected “3 %2 Floppy (A:)” as shown above, there will be a
“Please insert disk”™ alert appear; so just press the cancel button on that.
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From this screen we want to navigate to our desired LAN server.

Click on the icon for “My Network Places”.

Then “Entire Network™

Then “Microsoft Windows Network™

Then “MIAO01”

Then choose “MIAPOGO”

Next choose the folder inside “MIAPOGQO” labeled with YOUR USERNAME.
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Now you can rename the file or leave it as ‘Backup’.
Click “Save”



Backup Wizard

Backup Type. Destination, and Hame
Yoaur files and settingz are stared in the destination yau 2pecify,

Choose a place to sawve your backup:

| YWwhiapogohpoopeh, b | [ Browse..,

Tupe aname for thiz backup:

| Backup |

[ < Back ][ Meut » ][ Cancel

Now click “Next”.

Backup Wizard

Type of Backup
Y'ou can chooge the type of backup that fits vour needs.

Select th%ﬂpa of backup:

| [ armval w !

Drescrphion
Backs up sehau:_t!ad filez, ahd marks each fite az backed up.

[ < Back ” M > |[ Cancel




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

Backup Wiz

How to Back Up
Yau can zpecify verfication, compression, and shadow copy optichs,

Select the optionz pau want to Lse,

[ ]werify data after backup

Yerfication reads the backed-up data to verfy itz inkegrite. This
gtep takes ektra time, but vernfication helpz enzure that vour
backup iz successtul,

23 [FaraWware, ELmpessan AV SHAE

Hardware compression increazes the available storage space
on the backup media; which reduces storage costs.

A volume shadow copy allows files to be backed up even
though they are in the process of being wntten to,

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



Backup Wizard

Backup Oplions

ou can specify whether to ovenwrnite data, and whether bo restrict access to your
data.

i the medium you-are using to back up your data already
cohtaing backups, choose one of the following options:

() Append thiz backup to the existing backups
%eplace the existing backups

The fallowing option iz available anly if you are replacing the
existing backups.

[] &l ol the awner and the ddministrator access to the
backup data and to any backups appended to thiz medium

[ < Back ” Mext ][ Cancel

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

Backup Wizard

When to Back Up

rou can run the backup now or zchedule it for later,

B |

When do pau want barn the backup?

) Maow
(1 Later

Schedule entry

Jak - | Monthly B ad
Dname|'3”}'av[} |

Sl |M|:un|:|ay, December 08, 2003 at 1200 &4 |

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

Schedule Job

Schedule iE._ettingsf

g% At 1200 AM on day 1 of every month, starting 12/842003

Scheduls Task! Start tirne:

| I | 1200 &M *L\B Advanced...
Schedule Tazk Monthly
(% Day u of the mahth(z)
) The af the manth(s)

Select Months

[ ] Showe multiple-schedules.

[ OF. ” Canhcel J

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”.



Backup Wizard

When to Back Up
Yol can i the backup now or schedule it far later,
.0 >

YWhen da sauwant b o the backup?
0 Mow
%) Later

Schedule enty

Job hame: !MﬂﬂthEBaCkUD |

Ebart date: !Ml:unday, Decerber 05, 2003 at 300PM |

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

Set Account Information |E][’)__<J
Run as: |MIADTYPCOPE |

Passwoard: | |

Confirmn passwarnd: | |

[ QK ][ Cancel J

Here, “Run as:” should already contain “MIAOI\<YOUR_ USERNAME>", so just enter
your local LAN password, and confirm.

Then click “OK”.



Eackﬁh Wizard

Completing the Backup Wizard

You have successiully completed the Backup wizard. 'ou
gpecified the fallowing settings:

Dezcrption: - Set created 12/8/2003 at 2:51 P

Wihat: Back up all filez on my lozal drivels]

Media tvpe:  File

b edia: WMiapooo'poopehB ackup. bk

YWhen: tonday, December 03, 2003 at 3:00 Pk

Huow: Yenfy off, Do not wse hardware compression,
Overwrite media without prompting. . Mormal
backup.

Prezz Finizh to schedule the backup,

| <Back || Figsh | | Cancel

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

1deo Demo


../Otherdocs/backup2.avi

