Windsor Senior Computer Users' Group

—
]
a a “

Ross Quistino
May 14, 2018




Today’s Agenda

» How to organize files
and the Side-by-Side trick

» Backup using the manual method of
copying files to an external drive

» Backup using the Window 7 and Windows
10 built-in application
» Backup using a cloud-based paid service




Organizing Your Documents

» Do you save your documents on your desktop?

» Do you save documents in various folders on
your hard drive?

» Do you know where your Downloads folder is?
Or where your camera puts pictures?

» What are Libraries?




Organizing Your Documents
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| Recent Places

appropriate folders.

4 volume(sdal) (192.168.1.1)

That’s what Libraries
are for. Got a Word =

<] Documents
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Documents. Pictures? iy
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Organizing Your Documents

» Give folders descriptive names
so that you can easily identify

them.
BBC 2014 Beach 7-4-16 Hawaii Trip 2009  Hawaii Trip 2012
Type a name for the new folder.
Click new folder.
: | ,
» To create a new folder in - | S
Windows 7, open Windows O [ 2 1o+ ooemd 5

Organce » 4 Open Share rﬂ!h - New folder - i @®

Explorer (the little yellow folder s e
on the task bar), click New s .,
Folder, Rename it.

» In Win10, click New Folder on
the Ribbon, Rename it. » [] X i ewtem -
w-] Copy path . -f:] Easy access ~
Pinto Quick Copy Paste Move Copy Delete Rename MNew
access [#] Paste shortcut to to - folder
Clipboard Organize Mew

» Remember that you cannot use
any of the following characters
in a folder or file name:

\ /:*?2%< > |




Two Steps to Moving Documents

You’ve got a computer full of documents in
no particular order and in multiple locations.
We need to get them in the appropriate
Libraries
» 1. In the following exercise we will open File
(or Windows) Explorer in two separate
windows so that we can have the existing
location window open side-by-side with
the future location.
» 2. Then we will click and drag documents to
the appropriate Library and sub-folder




How to Open Windows Side-by-Side

1.
2.

4,

Open File Explorer (yellow folder on task bar)

Click on the top bar of the window and slide
the window to the left until you hit the edge
of the screen. The window will expand to

exactly half of the screen (as shown in next

slide)

Open File Explore
vellow folder, clic
bar and slide it al
expands in the ot

I
¢

oy right clicking on the
~ile Explorer, click the top

t

ne way to the right until it

ner half of the screen

Begin moving documents from the left

window to right window



Original Location

Side-by-Side Example
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Destination Location
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Moving to Documents Folder

» Once you’ve gotten your windows side by
side, you can begin clicking and dragging
files from the left screen to the right screen.

» Drag the file to the right screen and hover
over the folder you wish to put the file in,
then let go of the mouse button and “drop”
the file into the folder

e ef Deskdop Stuff - Marc
letbook - Memaries
- MurfLaw
- My Albums
_  Bunco | [er] My Data Sources

_ Eus.inesl'l' Copy to Bunco . My Google Gadgets




Backup

» There are several ways to backup the
documents and pictures on your computer:

- Manually copying documents to an external
hard drive

- Use the built-in Windows backup
application along with an external drive

- Pay a monthly or yearly fee for a backup
service hosted in the cloud, no external
drive necessary
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External Drives

» What is an external drive? An external
drive is a small box that contains a hard
drive and it connects to your computer via
a USB cable. The common manufacturers
are Seagate, Western Digital (aka WD),
Toshiba, Samsung and LaCie

» You will use an external drive to backup your documents
either manually, using the manufacturer’s backup software,
using Windows Backup or subscribing to a cloud service

» A word of caution if you decide to use a thumbdrive instead of
an external drive....Thumbdrives are not recommended for
long-term use as they can wear out or become ~

corrupt easily, losing your data in the process.
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Backup using Windows File History
in Windows 10

» This is perhaps the easiest way to backup
your computer.

» Using Cortana type the words highlighted in
vellow:

= [ h Filters ~
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Backup using Windows File History
in Windows 10

» This command will bring up the File History
window, Click Add a drive and select it (your
external drive must be attached already)

Backup

Back up using File History
Back up your files to another drive and restore them if the originals
are lost, damaged, or deleted.

. Add adrive

- Select a drive

ki Local Disk (G:)

LooKIr 350 G free of 931 GB

If you cr 'p and Restore
tool, itll - TOSHIBA EXT (H:)

Go to B: 213 GB free of 298 GB

Seagate Backup Plus Drive (F)
Back u 323 GB free of 931 GB

T bl .
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Backup using Windows File History
in Windows 10

» Choosing an external drive is a one-time
process. Click “More options”

Backup

Back up using File History

Back up your files to another drive and restore them if the originals
are lost, damaged, or deleted.

Automatically back up my files
@ on

More options

14



Backup using Windows File History
in Windows 10

» More options gives you a chance < ==
to pick how frequently you wish @ Backup options

to backup, and how long to keep  ownen o0
each individual backup, by
» This window will also show you crerybou Gt

Every 3 hours

what folders are being backed up. =«wmn=

Every hour (default) ~

By default, all of your Libraries

Keep my backups LEL;

(Documents, Pictures, Videos, etC) [wecwnn | s
are backed up.

Back up these folders 5 onths

» If you haven’t kept documents in + =™ com

Libraries, then you will have to »oIEE e
manually add them to the list. . g;s
You can see why It IS important to  , e

rIy organize your files. .
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Backup using Windows File History
in Windows 10

&« Settings

» After you’ve chosen how
often to backup and how @ Backup options
long to keep the backups, .
you simply click the Back up  sieofbackupobyes

Total space on TOSHIBA EXT (H:) (H:): 298 GB

nO—W bUtton and WIndOWS ] O Your data is not yet backed up.
W|” C|O the reSt Back up now
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Backup using Backup and Restore
in Windows 7

» Click on the Start button, select Control Panel,
then System and Maintenance and finally
Backup and Restore

EE Control Panel

T » Control Panel

File Edit View Tools

Adjust your computer’s settings

System and Security

Review your computer's status

Save backup copies of your files with File History
Backup and Restore (Windows 7)

Metwork and Internet
View network status and tasks
" Hardware and Sound

View devices and printers
Add a device

Programs
["1 Uninstall a program

T~ | -

View by: Category =

User Accounts
%) Change account type

H‘ Appearance and Personalization
T

saf Clockand Region

""‘_'ZI Change date, time, er number formats

Ease of Access
Let Windows suggest settings
Optimize visual display



Backup using Backup and Restore
in Windows 7

» If you’ve never used Windows Backup before,
then you will see the option to Set up backup.
Select it.

il Backup and Restore (Windows 7)

« v P @ » Control Panel » Systern and Security » Backup and Restore (Windows 7)

File Edit View Tools

Control Panel Home .
Back up or restore your files

G Create a system image Backup
& Create a system repair disc Windows Backup has not been set up. WDSet up backup
Restore

Windows could not find a backup for this computer,

GSelect another backup to restore files from
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Backup using Backup and Restore
in Windows 7

» On this page, you’ll select where to save your
backup. Click the external drive name that
matches the drive you’ve previously connected
to your computer. In the example ﬁelow, | have

several external drives connected to my
computer.

Select where you want to save your backup

We recommend that you save your backup on an external hard drive,

Save backup on:

Backup Destination Free Space Total Size
= DVD BW Drive (D1

B\ 35717 GB 931.51 GB
l Seagate Backup Plus Drive (F:) 323.08 GB 931.51 GB
~ - Local Disk (G2) 320.76 GB 931.51 GB
«- TOSHIBA EXT (H:) 297.82 GB 288.09 GB

Pl et Cancel
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Backup using Backup and Restore
in Windows 7

» After you’ve selected the external drive, you must tell
Windows what you want to back up. Select Let
Windows choose. Assuming you’ve organized your
files correctly, i.e. in Libraries, the backup will
capture all of your data. If you decide to manually
choose what to back up, then select Let me choose.

What do you want to back up?

(®) Let Windows choose (recommended)

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 your computer if it stops
warking. These iterns will be backed up on a regular schedule.

(_J Let me choose

You can select libraries and folders and whether to include a systern image in the backup.

The iterms vou choose will be backed uo on a reaular schedule,

20



Backup using Backup and Restore
in Windows 7

» Next, you will choose how often to backup
(Daily, Weekly, Monthly), which day to
backup if you choose to backup weekly, and

"

How often do you want to back up?

your backup according to the schedule you set below.

Run backup on a schedule (recommended)

How often: Weekly

What day: Sunday

What times; 700 PM

Files that have changed and new files that have been crea

ted since your last backup will be added to

21




Backup using Backup and Restore
in Windows 7

» In this window, you’ll have a chance to review
your settings, click Save settings and exit

Review your backup settings

Backup Location: TOSHIBA EXT (H:)

Backup Summary:

[temns Included in backup

SR Al users Default Windows folders and lo...
Eﬂystem image Included




Backup using Backup and Restore
in Windows 7

» Once you exit, your backup will start and
you’ll see a progress window

l: Backup and Restore (Windows 7)

File Edit Wiew Tools

Control Panel Home

) Turn off schedule
®) Create a system image

G Create a systemn repair disc

« v A @ » Control Panel » System and Security * Backup and Restore (Windows 7)

Back up or restore your files

Backup in progress...
[ ) View Details

Backup

Location:

T

Mext backup:
Last backup:
Contents:
Schedule:

TOSHIBA EXT (H:)
I I
297,89 GE free of 288.09 GB

E;'Back up now

Backup size: Mot Available
GManagE space

In progress...

Mever

Files in selected folders and system image
Every Sunday at 7:00 PM

) Change settings

e



Backup using a paid cloud service

» What is a cloud backup service? It basically
means that a special program which you buy
will copy and send all of your data through
the internet up to a computer somewhere in
the United States. Your data is encrypted
while it is flying through the clouds which
means no one can see or steal your data
while it is being backed up. The advantage

of this kind of service is that your data is

preserved in the event that your computer at
home fails, gets stolen or destroyed in some
disaster (think of the October fires!)

24



Paid backup services

» There are many services to choose from,
some of the most highly rated ones are:

- BackBlaze

- Carbonite

> |drive

> Acronis True Image

> Norton Online Backup

25



Paid backup services

For this presentation, | installed demo versions
of both BackBlaze and Carbonite on my home
computer. | found both to be capable services
but BackBlaze was a little more clunky than
Carbonite, and therefore | can’t reall
recommend it although it comes higKIy praised
in online reviews.

Carbonite allowed me to backup my computer
for free for 15 days. After thatit is $6/month or
$72/year

BackBlaze also allowed me to backup for free for
15 days and is $5/month or $50/year.

Here is a website for you to review some of the
cloud-based backup services:

26
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Paid backup services - Installing Carbonite

» After | downloaded the Carbonite program
from their website and then installed it, | was
presented with this window:

@ Installing Carbonite

CARBONITE © COMPUTER BACKUP

Advanced settings

__hf What gets backed up?

@ Start with Carbonite's default backup selections (RECOMMENDED)

Carbonite will back up all of your documents, pictures, music, and email.
Carbonite will not back up your operating system and applications.

O Start with NOTHING selected for back up
You will need to manually add all files that you want to back up. See example

Don't know what this means? Go back to automatic settings

< Back

27



Paid backup services - Installing Carbonite

» As with the Windows backup program, you
can choose how often to backup and either
take the recommended backup options or
choose which files to backup.

CARBONITEO® Status My account Help
< Back

Backup settings Controls

Schedule Need to stop backing up?

® Back up continuously (RECOMMENDEE 11 Pause my backup

O Back up once a day

O Do not back up during certain hours 0 files waiting to back up

Options

[ Include Carbonite's default file types in my backup Learn more

[0 Reduce Carbonite's internet usage (this may slow down your backup)

s
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Paid backup services - Installing Carbonite

» What | liked most about Carbonite which wasn’t
offered in BackBlaze was the ability to add files to
the backup by simply right clicking on the file.
This gave me a new menu which would be handy if
you happened to save a file outside of the normal

Library.

Open
Open in new window
Pin to Quick access

Add to VLC media player's Playlist

Play with VLC media player

() Carbonite > | Mot selected for backup
% Scan for deleted files ' Properties...
Give access to > Back this up
. Restore previous versions EJErpET (L
=| - Copy path # ) . Select none
Pin to Quick Copy Maove Copy| @ Scan with ESET NOD32 Antivirus DE‘
- - = History Invert selection
access . i i Advance d options p € v
Clipboard O pen Select
. Include in library > |
- v » ThisPC » QO5(C) » Users » RT . . ] Search RT
™ Scan with Malwarebytes Anti-Malware i
(ol Mame Pin to Start
#F Quick access
I Desktop Send to p
s Documents (E:) Cut
= Pictures Copy
4 Downloads Create shortcut
AMC+Club Stuff Delete
Rename
@ OneDrive
Properties 29

3 This PC




Paid backup services - Installing Carbonite

» Once Carbonite was finished backing up it
gave me a summary.

@ Carbonite

CARBONITE 0 Status My account Help

Carbonite free trial - 15 days left BUY NOW

+/ Your files are safely backed up
10 files - 4.2 MB
>
. Updated about 31 seconds ago

Settings & controls View my backup
Get my files back

\Wealcom

.
Aatm Carbhanito
- ]:'x_.-' al iU T =

While we start your backup, here are a few things you should know to get the most out of Carbonite...
Take the tour




Restoring Files from Backup

» Now that we’ve backed up all of our data, how do
we get it back if we need it?

» Windows 10: Type Restore files in Cortana, select
Restore your files with File History, browse for the
file you wish to restore, click Restore

» Windows 7: Click Start > Control Panel > System
and Maintenance > Backup and Restore > Restore
my files. Then you will have the option of
browsing through the files on your external drive

» In Carbonite, click Get my files back from the
Summary page shown in a previous slide, select
either the Choose files button or Get all my files
ssiifon, and choose the file you wish to restore
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Jo creatfe this presentation, 9 used:

-——l PowerPoint
- 2016

L Snagit http://www.techsmith.com/snagit.html

TechSmith
‘ Chrome

-Google
-A copy of this presentation can be found

Mlcrosoﬁ
Edge

at the link below in Adobe Reader format:

http://quistino.com/Training/FileOrganization-Backup.pdf

p—
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