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How to Backup Files to an External Storage Device

This document will explain how to backup files from your computer to an external storage device.

WHAT IS AN EXTERNAL STORAGE DEVICE?

An external storage device, such as a USB flash drive or external hard drive, can be used to save files on a
device besides the computer. This is a good practice to use in case of a hard drive or server failure. UCPS
teacher machines sometimes need to be re-imaged and all data stored on the computer is lost during this
process.

*Note: It is best practice to backup your work in more than one place. You should also store external drives in
a safe place away from extreme hold or cold temperatures.

BACKING UP TO AN EXTERNAL STORAGE DEVICE

1. Create a new folder for all of the items / files you plan to back up. In order to do this, right-click the

desktop, go to “New” and select “Folder.”
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2. Rename the “New Folder.” We recommend including the word “Backup” in the title. )

After you have created your new backup folder, move it to the right of your screen. %ﬁ?

3. Navigate to the “Search Windows” icon E in the bottom left corner and type “This PC” from your menu
options.
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4. From “This pC” navigate to Folders to view
~ Folders (6)
- Desktop Documents ‘ Downloads
» Music E Pictures ﬁ Videos
5. Right click “Documents,” “Pictures,” etc. and
W Desktop 4 " Folders (5)
{ Downloads  #
Docurnents Desktop Documents I Downloads
[&] Pictures b - Open
Banners . . Open in new window
HS lcons ) Muste g Pin to Quick access
HS Math Add to VLC media player's Playlist

HS Social Studie
<@ OneDrive

[ This PC
[ Desktop
Documents
{ Downloads
J& Music
[&] Pictures

m Videos

i Windows (C:)

~ Devices and drives (1)
Windows (C:)
[T}
[ |
L] 171 GE free of 238 GB
~ Network locations (2)
joey.barker

a- (ucps.k12.ncusiTechnology Ser... |
| a' 9,

Play with VLC media player
Ea Scan with Windows Defender...

Share with >
Restore previous versions

Te Include in library >
Pin to Start
Send to >

I Copy I

Create shortcut

Properties

Teaching and Learning
400 North Church Street
Monroe, NC 28112

Phone 704.296.9898

Fax 704.289.9182

your local files.

choose “Copy.”

6. Navigate to the new “Backup Folder” you created on the desktop. Inside the folder right-click and select

“Paste” to place
| < | Backup Folder
Home Share View

1 » Backup Folder

~
# Quick access

[ Desktop
4 Downloads
Documents

[&=] Pictures

EYE SR

Banners
HS lcons
HS Math
HS Social Studie

¢@ OneDrive
8 This PC

[ Desktop

Documents
AL Pumlnade

MName
View >
Sort by >
Group by >
Refresh

Customize this folder...

Undo Delete Cirl+Z
Share with >
New >
Properties

| Paste
aste shortcut |

the

files into the

backup location.

*Note: The folder size will determine how long it takes to paste your

files.
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7. Now that your files have been copied to one location, they can be moved to your external storage device.
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9. Navigate back to “This
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in step 3) and then locate the external drive.
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11. Once the files have been transferred (this may take a while depending on the size of the files), you should
safely eject the drive so no data is lost.
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