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Chapter 1
Introduction

Throughout thidook you will see a sequence similar to the followiSgart | Run |
Msconfig. This is how | havattempted to abbreviate my typirftartis theStartbutton
in the lower left corner of your monitor. In this example you would next sele&uhe
optionlisted in the menu that appears after clickingstart, (as in the example screen
shot below)ina the only option is a blank dialog box you would typ&isconfig(as in
the 2% screen shot belowPther options might be leading you to go toRhegrams
selection and then to open thecessoriesnenu Start | Programs | Accessories).
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Run @@

- Type the name of a program, Folder, document, ar
q Internet resource, and Windows will open it For wou,

Cpen: | msconfig| w

[ (04 l[ Zancel ][ Browse. .. ]

You will also notice some abéiations that | uselhey can be found at the back of the
book under thé\cronymssection.

Section AT Best Practices

There are certain accepted fAbest practiceso
Preparing for the unexpected by baxckup data and recording configurations

Turning off and unplugging all related equipment

Using the appropriate tool for thab.

1 Doing what you can to reduce the risk of electrostatic discharge (ESD)

= =4 =4

Most CDand DVDdrives come with a small hole in frgnthich is the emergency eject

button. A paper clip can do wondensremoving a stuck C[out in the hand of a child or
someone who doesnét know how t odriyeisoperl y ej e
active those disk are spinning at hundred&®&M and can easily fling into someone

causing serious injury or death so be very careful

Postit notes are a great revolution. They make short notes small, they make bookmarks
obsolete and allow color in the workplace, howeRestits do not belong o&€Dsor

floppies That is what the CD casad labels aréor. People tend to forget or not pay
attention and insedisk into their drives with the Posiis on them.

Dond stick Postits over the Reset or Power buttom you computers casstickingthem
onthecomput er 6 s f rjwsntt dpoaméetl stsi ki ntehem over t he¢
someone, maybe even you, will eventually presses the Reset button while pointing at or

retrieving the Posit.

With thefloppy disk came the floppy label and itshlaeen the curse of mapgopleever
since.Do not layer floppy dislor CD labels. Floppyand CDdrives offer a narrow space
for a disk to be inserted. Do not to keep sticking new labels on top of tbeedd
Multiple layerson the diskcancause it to bcomgammed in the drive, resulting iast
data and damaged or replaced drive

Do not insert disker CDsif the labels are loose. Reattach or remove those loose labels.
Otherwise, they can tear off in the drive and resultjanaor an entirely new dve.

Do notleave floppies o€Ds in bags or purses. Bags and purses sit in cars that are out in
the sun. A heatvarped CD is a ticket to a damaged-®IOM dr i ve, even i f it
little warped.
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While | am on my soapbox, do not create too many Windowsdéslders. These are

the folders that are in other folders that are in other folders. Some people tend to create
many subfolders or nested folders in Windows. Keep nested folders at a manageable
number which is definitely less than eight.

Do notplacestereo speakers or your jam box near the monitor. Those purple and green

At hingiesd on your monitor screen is due to
Speakers built just for PCs should be fine so go ahead and buy the surround. $ound

system for your PC

Dondét plug your fl oor heater into your batte
it away from the computer, this is another c
the heater kicks on) happenings on computers.
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SectionB i Backing up your information

Nobody wants to lose the pictures of Aunt Joan in the Caribbean or the Music they
Aiscavengedo in the days of Napster. Those | e
American Novel you have been working on since fourth grade all deserve adittirity

so back them up.

Maybe you have never had a hard disk fail or an important document scramble just

before the big presentation but | bet the odds are if you ask around you will find someone

who has lived through the horror. Even though backinfilegptakes some time and a

little effort to begin with it is something that you should make as common as brushing

your teeth.

If you have important data that changes daily, share a PC with others or just feel like Fox

Mul der (-6 e erpyouchliomi r r or 0 Miyaringhas dadhtngto do

with primping your hair but it is another techie term for an exact duplicate of another

object. The best way to achieve this is to set up Windows Task Scheduleatbackup

file each day. Thisway youwil al ways know that fAThe truth |

Before you backup you shoutdeate omupdatethe Boot Diskor Emergency Repair Disk
Every computer should have a boot disk and eMarynachine should have an
Emergency RpairDisk. You should label and datke disk to prevent you or someone
else from accidentally overwriting it.

Windows 9x(95, 98, 98SE, MEgomputers also need to have their start disks
updated $tart | Settings | Control PanehooseAdd/Remove Progran&elect
the Startup Disktab and choasCreate Dish.

Win2k computers ERD is created by going to the Backup utility and selecting
Emergency Repair Dislgtart | Programs | Accessories | Backbpn choose
theEmergency Repair Digkutton.

WindowsNT computers need to have their emergencyirefisks (ERD)
upgraded with th&DISK /Scommand every time there's a change in the
network or computer (Software or Hardware) setup, such as the addition of
new users or new devicero do this go tdtart | Run | Commanrat the
command prompt type irdisk/sand answer the two questions. It really is that
simple.

Windows XP does not have such an option.
What to backup:
Everything inthéi My Do c daldernt s 0

Microsoftdocuments and filesnd with some of the following extensiomc, .rtf, .xIs,
.CSV,.ppt,.pps, .pub, .dotmic, .dba.mdb,. mpp

Quicken andQuickBooksfiles end with.q98, .q99, .gbagbb.gbwand.qdf.

Many internet downloaded documents are in the portable document format and end with
.pdfthese are also known as Adobe Acrobat damnmn

A few documents still use thext extension while others will havatmor .htmlas the
extension.

Chapter 1 -5- Copyright 20L0 The Weekly Geek



Pictures tend to end with thlemp,.gif, .png, .tiff,.jpegor .jpg extension.

Downloadsi Programs from the internetome of these are compressed and with zip
or they should have thexeor batextension.

Music generally has avav, mp3 .cda, .0gg, .aiff

Shor t dhshe.mpgengpeg, .avi.wmy, .moextensions.

Driver upgrades/updates

Internet setting®ial-up settings.dun

Passwords

Personal Address Bookthé extensions consist gifst, .ost, .pab.wah .wa-~).
Outlookand OutlookExpress files (the extension consistdifx .idx, .mbx
The WindowsRegistry

The above is not an all inclusive list of file extensions. | have netllReal Player music
and video file extensions, Microsoft Money extensions, QuickTime movies or any list of
numerous others. There are several great web sites that give-deptimlist some are
www.filext.cormas well asvww.computeruser.com/resourcestainary/filetypes.html

and finallywww.ace.net.nz/tech/TechFileFormat.html.

To find the files with the extensions listed above and / or the specific files that you have
or usego to theSearchor Find utility and you need to bsure to searchll of the dives
on your computer.

In Windows 95, 98 and NTgo toStart | Find | Files or Folderas in
figure 1-A. Once you click orfriles or Foldersyou will see figure 1B, be
sure that theook in:section has you C: driysee thexampleif it is not
listed,use the drop down arrow to navigate tdJinder theNamedsection
you should entethe extension(s) dhe files you are searching for such as
*.wab, *.pab, *.doc Notice that you can enter just one extension or
multiple extensions to decrease the tintakes to select all files. If you
wish to enter multiple extensions simple place a comma and a space
between the names just like listed abdvigure :Cis and example taken
from Windows ME. The asterix (*) represents everything. So you are
searching foeverything with the extension .wab (all of the Windows
Address Books) for examplBlow click onFind Nowto begin the search.

4N Find: All Files

Computet ... File Edit ‘iew Options Help
Q) Onthe [nternet... Name & Location | Date Modfied | Advanced |
Q People... Find Maow I
Hamed: I d St |
Leak in: Im 'l Browsz.. | Mew Search |
¥ Include subfolders Q
Figure 1A Figure 1B
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If you haveWindows ME go toStart | Searchthen click one time oRor
Files or Folders(figure 1-C). UnderSearch for files or folders named:
(figure 1-D) enterthe extension(s) of the files you are searching for such
as*.xls, *.mp3, *.dunNotice that you can enter just one extension
multiple extensions to decrease the time it takes to select all files. If you
wish to enter multiple extensions simple place a comma and a space
between the names just like listed abdsigure tE is anenlarged

example taken from Windows MBEow click on theSearch Novbutton
(located in the lower area of the left column) to begin the search.

= Programs

A u Wiruges
Run...

& Onthe Internet...

@ Help s:' Peaple...

%ﬂ Uzing Microzoft Outlock...

File Edt \View Favoites Tools  Help
= ack - = o G || @ semon hFeders B |5 B X oy | EE-
Adiess [3) Search Fiesuls =] @60

Seaich x

Grew @ Nl

f] SearchforFiles andFolders  =l| Search Results

‘ Search for fles o folders named

—
Contairing test MName | In Folder

— Enfer your search criteria to begin

Lack in

| = Lacal Hard Drives () -

Stap Search

. . W=schOpions < A | D
I_‘,]Inbox Outlook Express | @unhtled-F’amt 3 abiectl] _//I
Figure 2C Figure 1D
# Search Results =10l x|
File  Edit “iew Favortes Toolz  H ﬁ
4= Back - = - 2] || @ seach ChFolders (H| 0SB X = | E-
Addiess [2] Search Results x| @so
Search ok
; | o ::::&%
T I
& Search for Files and Folders Séé[rch Results
Search far filez or folders named:
LContaining test: Name I In Folder
I Enter your search criteria to begin.
Look in:
I[EI Local Hard Diives [C:) j
Search Mow I Stop Seanch |
Search Optionz << I LI
|EI objech(z] i
Figure TE
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If you haveWindows 2000 or XPgo toStart | Searctandclick one time
on Search(figure 1-F). Next you will look in the left hand column and
click one time orAll Files and foldergfigure 1-G).

The Weekly Geek

f Internet __) My Documents
Internet Explorer

E-mail -—0} My Pictures
Microsoft Cutlook,

J My Music

@ CuickBooks Pro g’ My Computer
@ aleulatar ‘\; My Metwork Places

E Microsoft Ward B’ Control Panel
T
| #~7] I Printers and Faxes
LI Quicken 2002 Deluce 2
[ |

1= @) Help and Suppaort
Biackup =

! E‘P Adobe Reader 6,0

All Programs p

Figure 1F

B Search Results

File Edit “iew Favorites Tools  Help

'\)Back \) lﬁ ‘p Search H__“ Falders v ¥

Address |J Search Resulks e ‘ Go
X Mame In Folder

Search Companion

What do you want to search for?

Documents {word processing,
spreadsheet, etc.)

Al files and Folders

Computers or pe

&) Information in Help and Suppol
Center

‘fou may also want to...
‘g Search the Internet
Change preferences

E)] Learn more about Search Companion

S

Morkon Antivirus E -

To stark your search, Follaw the instructions in the left pane.

Figure G

A new window will appear. In the section labekitior part of the file

name(figure 1-H) enter the extensions you are looking for.
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B Search Results

File Edit “iew Favorites Tools  Help "’;’
C 7 j /L ) search Folders m -

Address | 2] Search Results w a Go  Morkon Antivirus ) -

Search Companion X Mame In Falder

To stark your search, Follaw the instructions in the left pane.

Search by any or all of the criteria ~
below.

&ll or part of the file name: —

A word or phrase in the file:

Look in:

“e# Local Hard Drives (C:) e

When was it modified?

What size is it?

Figure XH

Make sure to put an asterix (*) before the extensions where applicable for exguple

To reduce the search time you can enter several types of files to look for at once, to do
this simply phce a comma and a space between the items you are searching for, an
example would bé *dog *.xls, *.psp without the quotedigure Xl is and examplen

this example the computer would be searching for all filesal@aMicrosoftPublisher

(pub), Peronal Address Book (PABIndgeneral text files (txt)Capitalization does NOT
make a difference as you can seéhimexample

-Iix

File Edit “ew Favorites Tools  Help | ’f
\_/" Back - J - j ,';_\J Search Falders Elv

Address IJ Search Results j a Go
Search Companion x| _Mame | In Folder | Size | Type | Date Modified | -

unCleaning. bt | Iy Dacuments GKE Text Document 1/30/2003 9:59 AM

) ‘four Free Yersion of 5... Iy Documents FKB  Text Document 10/22/2003 1:27 PM
?ﬁ::‘rn::: any or all ] BANSE, TAT C{\Documents and SettingsiKentiard DPCHET|My Doc., ., 2KB  Text Documert: 3/10/2003 4:13 PM
AWED, TET C:\Documents and SettingsikentWard DPCMET My Doc. .. 2KE  Text Document 3/10/2003 4:18 PM
All ar part of the File name: | PestPatral bt C\Documents and SettingsiKentward DPCNETIMy Do . 3KB  Test Documerk 3122003 3:37 FM
| *,pub, *.PAB, * bkt pyhotsD.Results bxt C\Documents and Settingsikentvward DPCNET|My Doc. .. 14KB  Tesxt Document 3{10/2003 4:25 PM
& word or phrase in the file: istory, bxk C\Docurments and Settingsikentward DPCMETYMy Doc. .. 3KB Text Document 3M1)2004 427 FM
) Mew Text Document.bxt  98bock 1KE Text Document 8/3/2002 1:13 AM

ockergnome's Top 50 ... C\Documents and Settingsikentiard DPCNETIMy Doc. .. 52 KB Text Document 3/27]2002 8:56 PM
| Lockergnome's Top 50 ... C\Documents and SettingsiKentward DPCNETiMy Do, ., 62 KE  Tesxt Document 31262002 11:47 PM
) robats.kxt C:\Documents and SettingsikentWard DPCMET My Doc... 1KE Text Document 6/8{2001 2:25 AM
eededTraining. kxt C\Documents and SettingsiiKentard DPCMET|Deskiop 1KE Text Document 1/14/2003 11:08 AM

Lok in: ‘
I«'d Local Hard Drives {C:) 'I

When was it modified? b

. ) Serialdync. bk CDocuments and Settingsikentyward DPCMET 1KE Text Document 215/2003 10:00 AM
What size is it? » ] hpilogoo. txk Ci\Documenks and Settings\BE44381 1-7D12-450c-9FES. . 15KB  Text Document 1/13/2004 B:21 AW
:;’trlz :sd""’“‘e" 4 pilagOl bxk Ci\Dacuments and Settings|BE443811-7012-450c-9F45, ., 7OKE  Test Document 1/13/2004 §:21 AM
@ hpilogOz. bxt C\Documents and SettingsiBE445611-7012-450c-9F85. .. 4 KB Text Document 1/13/2004 &§:22 AWM
a Other search options = hpilogos, bt C\Documents and Settings\EE445611-7012-450c-9F85, .. Z9KE  Texk Document 11132004 825 AM
Change preferences kentward@microsoft[1,.. C:\Documents and SettingsikentWard|Cookies 1KE Text Document 4/29/2002 12:25 PM
kentward@380[1].bxt C:iDocuments and Sektingsikentward DPCNETICookies 1KE Text Document 3/26/2004 8:07 AM
(11 ] kentward@3com[Z].kxt  C\Documents and Settingsikentyard DPCMETCookies 1KE Text Document 11/25)2003 2:47 FM
%) kentward@amazon[2].bxt C:\Documents and SettingsiKentWard DPCNET|Cockies 1KB Text Document 2/5/2004 3:58 PM
%] kentward@anandtech... Ci\Documents and SettingsiKentWard DPCNET|Cookies 1KB Text Document 4§29/2003 12:49 PM
— kentward@apple[2].kxt  CiDocuments and Settingsikentyward DPCNETCookies 1KB Text Document 5/Z9/2003 1:41 FM
| kentward@asus[1],kxt C:\Documents and SettingsikentWard DPCNET\Cockies 1KE Text Document 3/18/2003 940 AM
| kentward@ati[1] txt Cii\Documents and SettingsikentWard DPCNETYCookies 1KE Text Document 5/8{2003 1:00 PM
kentward@axiontech[2... CiDocuments and Settingsikentyward DPCMET | Cookies 1KE Text Document 5/16/2003 9:56 AM
._1 kentward@bestbuy[2].... C:\Documents and Settingsikentyard DPCMET Cookies 1KE Text Document 9/5/2003 11:03 AM
[Z] kentward@beta,driver,.. (C:\Documents and SettingsiKentWard DPCNET|Cockies 1KE Text Document 4/8{2003 12:31 PM ;I
Figure I

Notice in figure 1l that there are a lot of unnecessary files to backup. There are a lot of
cookies that have thextensiorixt so if you want to back them up (after you have filtered
out the ad and spy chkies) you should just copy that whole folder, also there are a lot of
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readme.txandlicense.txffiles that you do not need to back@mce you have found the
filesyou need to backypvrite down their locatioffthe In Foldercolumn)to get an idea
where you need to backup later.

Along with backing up these listed files, many programs have theifxwartor
Backuproutine. | regularly use these and back up tenporary backugolder. Later on
in this chapter you will see how to do tlfids different programs iMicrosoft

Where to backup:

You should have quick backup folder on your local hard drive for programs or
databases that you are going to make modifinatto.This location should be easy to
remember and access in case of an "odpsé program that we will frequently change
throughout this book is the registry. The temporary backup folder that | use is directly
under the G:drive and | have namedBackup,cool name huh!

To create this folder go tgour Desktop(the screen that appears on your monitor when

you first turn your computer on) there should be a picture (actually they are called icons)
that has the tex¥ly Computerunderneath itDoubleclick on it. This opens thily
Computerfolder.

Next you want to doubtelick on theC: drive to open it up.

We need to make a folder namigalckupto store some data in. To do this go toNMenu
bar and seledtile | New | Folder A new folder namedlew Fotler appears. While the
text box with the New Folder name is still blue, typ&ackupthen press theEnter>
key. There you have done it; you have created a new folder and named it.

If you accidentally clicked elsewhere you need to rigituk on theNewFolderand
selectRenamdrom the choices and then type in the wBatkup.

While you are here | also suggest you create two additional folders und&rdhee and
name thenbownloadsandUpdates We will use them later in the book and you will find
them quite handy.

The primary method dbcal backup for security should be axternal hard drivéor a
NAS T NetworkAttached Storage devicgndinternalhard drive, Zipdisk, CD-R,
DVD-R or CD-RW disk.You can use almost anything other than your hard dfike
most frequentomponent failure on a computer is the hard drive. | know thaté not
mentioned a few other backup mediums like to taps use your imagination and surf
the neffor ideas.

There are several typestuckup programs availablglicrosoft, GenieSoftandlomega

al have a backup prograrti you have been around computers a while and remember the

old DOS days, then you can write yawn backup routine. We are not going to go into

t hat here. Fortunately with CD burners you c
file or folder from your hard drive to the CD disk. This is probably the cleanest most

efficient way to make a backup.

How to install the Backup program. Since this book is designed to get as much done
while spending a little money as possible we are going to go through the Microsoft
Backup utility. On most versions of Windows, it is not installed automatically. However,
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it is on theWindowsinstallationor Recoverydisc.To see if the back routine is installed
on your computer go tStart | ProgramgAll Programsin XP) | Accessories | System
Toolsand see iBackupis listed, if it is notyou will need tanstall it.

Getout your Microsoft Windows disk and put it in your CD player. If your CD tries to

run and install Windows simply cancel it olityou bought a prdéuilt system (such as

Hewlett Packard or Compaq) you might not have a separate Windows disk, it might be

patof Sasthiem Recovery Disko or on a ASystem Re
dri ve. I f this is the case simply ignore the
continue on.

Windows XP Home: Insert the installation (Windows XP) CD, when thetallation

|l ogo comes up select the AX0 in the upper ri
need to open up Windows Explorar do this press thé&/indowskey (located between

the Ctrl andAlt keys on the keyboard) and théey at the same timand then

immediately release both of them. On the screen that appears navigate the left window

pane by clicking on the nA-+théeVALUEARDJMSFBi gns f or
NTBACKUPfolders. Double clickon NTBACKUP.MS(listed on the right handde) and

run the wizard.

Windows ME: Insert theinstallation(Windows ME)CD, when the installation logo

comes up select the AX0 in the upper right h
to open up Windows Explorefo do this, go tétart | Progeams | Accessorieand click

one time orWindows Exploreas in figure 1J.
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Wh e n

to the CD drive (it should sa¥indowsMEh e xt t o it , t henxttbeep

@ Disabled Startup ltemns 4 @ Communications
@ Disney Interactive L4 @ Entertainmment
@ Kudo® Catalog Reader 4 @ System Tools
@ Startlp b ¥ Address Book
E Acrobat Reader 5.0 Calculator

& Intemet Explorer E M5-D05 Prompt
2% Microsoft Excel & MNatepad

o Microzoft Mouse ﬁ’ Fairt
Iﬁ Microzoft Outlook Mewsreader
‘E Microgoft Outlook A are
‘ Microzoft Photo Editor dows Movie Maker
@ Microzoft Picture [ Express 2001 % whordPad
D Microsoft Pocket PC Conhection Wizard
B Micrasaft Publisher 98

@ Microzoft Small Business Financial Manager
¥ Microsoft Waord

@ Mouse Healthy Computing Guide

windows Update 3 Metheeting

Iﬁ Outlook Express

‘ Phota Organizer

E Windows Media Player

N Programs 9

* v v v

Mew Office Document

Open Office Document

Everlluest

Documents

Setftings 4

Search 4

@ Help

2] Bun...

Log Off ward...

Shut Down...

@ urtitled - Paink

Figure 1J

the new window appears, go

t o

t he

ADD-ONSand click one time omMSBackupyour screen should be similar to figurd1
Now in the right window pane doubtdick on msbexp.ext install the backup utility
and follow the installation wizard.
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BN MSBackup -0l x|
File Edit “iew Favontes Toolz Help |

GBack - = - (1] | @ Seach | Folders (8| S & X o | EE-

Addriess |D MSBackup ~| Pto
Folders b4 %‘

:ﬁ Desktop | b

@ My Documents backup.tst  msbesp.exe

E@ Wy Computer

E-=H 3% Floppy (]
-2 Local Disk [C]
S35 Windows Me (D]
EH:I add-ons
{:I Docurnent

B0 Teclient
{:I autonn
M1 cdsample
{:I drivers
{:I toolz
E-C0 winds
(= Control Panel
[]-- by Network Places
fg Fecycle Bin
E_II--{:I enl

{:I Orline Services
B0 uti

|2 object(z] [Dizk free space: O bytes] |'I 36 MB |@ Fdy Compuiter 4
Figure K

Windows 98: You should have #nbackup routine installed by default. To see, go to
Start | Programs | Accessories | System Tdgdskup should be listed there. If it is not,
you will need tcclick Start | Settings | Control PandDoubleclick Add/Remove
Programs Select theVindows 8tuptab. Scroll down t&ystem Toolslick one time on
it and then select theetailsbutton.Place a check mark the box next t@ackupthen
OK | OKto exit You will most likely need to place your Windows 98 disk in the CD
drive.

Windows 95: You shoutl have the backup routine installed by default. To see, go to
Start | Programs | Accessories | System Tdgdskup should be listed there. If it is not,
you will need to clickStart | Settings | Control Pandboubleclick Add/Remove
Programs Select thaVindows Setufah Click onDisk Tools | DetailsPlace a check
mark inthe box next t@ackupthenclick onOK | OKto exit You will most likely need
to place your Windows3disk in the CD drive.

Running a Backup.

Every version of Windows has a diffetenutine. Wizards (a step by step walk through)
takeyou through the backup proce¥ge are using Windows XP and ME as our two
examplesyour version of Windows should be similar

Mi c r o Baskupgprdoggamgives you the choice of backing up everythingelected
files. 1 would use the latter due to space constraints, backing up files listed at the
beginning of thisection Windowsbackup utilities offers a really useful feature for

helping you protect and back up your files on your computer: the abiliigick up to a
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file. This file is all of your backed up information squeezed into one file that takes up less
room than having an exact duplicate of everything. When you back up to a file, you have
the option of adding to or replacing the previous backumu choose to replace the

backup, the program overwrites the previous data in the fy@ulicthoose the append

option, the backup routiredds to the file instead. The result over a period of time could
be a really large backup file containing mamyltiples of thesamedata. | would also use
thedate to name the backup/@®10for July 12 2010). It just makes things seer if you

need to recover the information

There are also several types of backup routinesvailable. The most common are
normal copy, differential incremental anddaily. A normalbackup backs up each file
and turns a setting (also called a switch) on the file to mark it as backed up

Think of a switch as a light switch, when a file is created the switch is in the off
position. Wken the file is backed up the light (file in our case) is turned on.
When you edit the file and save it the switch is set back to the off position just
like when you leave the room and turn off the light.

When a fileor group of files areopiedtheyareduplicated elsewhere but the segi
(switch) is not changed. Ancrementabackup only backs up the files that have been
added or changed since the last backug turns the switch offt does this by lookig for
switches that are off. Adifferentialbackwp copies only théles that have been added or
changed since the last backup leaves the switch off. Thaaily backuponly backs up
files that were created or modified that deycremental backups will be discussed in
more depth later on.

| back up toaWindows HomeServer in the officenightly and ontomy NAS weekly. |

also use Microsofts Sync Toy to backup between the two Media Center computers and
also between my laptop and desktop compilley n 6 t ducan baektup tp CD

RW, DVD-RW, a tape drive or another computer.

There isn't much point in backing up to the hard drive you use all the time. The biggest
danger to your data is hard drive failure. If your everyday hard drive faidl ibke

your backups with it, sback up to it only to prevent data corruption, not as a permanent
storage method.

There are many settings rmdcked up automatically by the Windows Backup utility. The
following paragraphs show you how to backup specific settings and data.

Backing up your dial-up internet settings Just drag all your connections from the
Dial-Up Networking folder into a separdtdder. Stick them in a folder called
C:\BackupDUN (It is always easy to remember to backupNheDocumentandBackup
folders; this makes it easy on you). You'll see that when you drag the files into the new
folder they gain a .DUN extension. You carublte-click any of these DUN files to
activate a connection and see its properties. This method doesn't always save your
usernames or passwords (although it did when | trietlhelieve it depends on the
version of DialUp Networking you're using), so k&sure you have copies of those.
Here it is, step by step:
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1. Go under the backup folder you created earlier by decltdking onMy Computer |
C:\ | Backup.Repeat the same process you did to niak8ackupfolder and label
this oneDUN for Dial up netwoking. Be sure you are inside the Backup folder.

2. Now you want to go and get your files that need to be backed up. If you look in the
upper right corner of thely Computerscreen you will see three boxes. | want you to
click on the dashJ.

1 The far right isan X which means to close the screen.

1 The middle button either looks like a single box (square) or two boxes one on top
of the other. By clicking one time on the single box yuaximizethe screen to
take up almost the whole monitor (This is my prefermmextie). By clicking one
time on the double box yaestorethe screen to a smaller state.

1 The left most symbol of the three looks like a daghtlfis is the minimize button.
Clicking on it one time does not close the program it just moves the programs
display to the bottom of your monitor on the Task Bar. To make the program
viewable again simply move your mouse to it on the Task Bar and click one time.

3. Now you should be at the Desktop again. Simply gétéot | Settings | Control
Panel In Windows XP gdo Start | Control Panel | Network and Internet
Connectiong Internet Options.

4. Open the Dialp networking folder by doublelicking Dial-up Networking

5. Click one time on your DUN icons (the pictures of your internet icons in the new
screen) the sele&dit | Copy to Folder

6. A new screen labeleBrowse forFFolder appearsuse the scroll bar to go to the top of
the list, click on the plus sign nextkdy ComputerthenC:\ and then omBackup

7. Finally click one time on th®UN folder you created earlier.

8. SdectOK to place copies into this folder

Backing up Outlook
Basically all you do is open Outlook and gd-ite | Import/Export(Figure tL). Then
new menu that appears allows youlEiport to a File(Figure M) then selecNext.

@ Dutlook Today - Microsoft Outlook

File | Edit  “iew Favoribes Tools  Ackions  Help Import and Export Wizard
NEﬂ L4 P a contack ta find - Choose an action to perform:
Export to a file
2pen 4 Import a YCARD File (L wef)
Impart an iCalendar or vCalendar file (ves)
ClDSE_ &ll Ttems :Impott from another program or file
k:tha';.-' Import Internet Mail Account Settings
Folder » Import Internet Mail and Addresses
’ X Look N
| Data File Management. .. Description
- = Import data from other programs or files, including
I— —r ACT!, ECCO, Lotus Organizer, Personal Folders
3| Impork and Export... T (.PSTJ), Schejdule+, database JFiIes, text files, and
others,
4 Archive, ., nt]
Cal
&5 Print... Ctrl+P
. T
Exit @l < Back I Mext > I Cancel |
=
Figure kL Figure M

On the next screen chooBersonal Folder File (.pstfigure 1-N) and then seledtiext
again. The new page (figureQ) will allow you to select what part of your email to
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backup, selegdPersonal Folderand make sure that there is a check mark nexictade
Subfoldersand once again chooblext

Export to a File

Export Personal Folders =

Create a file of bype: Select the fFolder to export From:

@ Main Folders
SRS Yrersonal Folders

$E) Bwire_ExtresmTech
Q@ Arnvic

$E asUs

£E Consulkant/ Training
3 Deleted Items

$E Geek Trivia

Comma Separated Values (DOS) -
Comma Separated Values (Windows)

H T L LI
¥ Include subfolders Filter... |

@l < Back I Mest » I Cancel | @l < Back I Mext = I Cancel |
Figure EN Figure 2O

On the next page (figureR) selectBrowseand navigate taMy Computer | C] Backup
(figure 1-Q) for the user you are logged on as then select a name for the backup at the
bottom of figure 1R and then seleddK.

Export Personal Folders =

Save exported file as:

Open Personal Folders 2lxl
I Browse. .. | Savein (2 My Documents =] &~ @& X 5 E - Tools~

Options 28] History

' Replace duplicates with items exported gty |=itEm
Documents

" allow duplicate items to be created | MalwareTest

[ Deskrap | 5)My eBooks
Do not export duplicate items | My pusic
ElFaverites  [{my Pichures

| )My webs

ZyKent Ward  |>5)NFTB prasents Gol

“yLinux

i, Removable
=1 Disk (F:)

Fil : -
@l < Back. I Firiish I Cancel | teoers: | [ e ]
Save astype! [personal Folders Files (*.pst - Gl )
: .IP F Files (*.pst) =l ancel I
Figure 1P Figure 1Q
Once at figure IS double check your Options and then sekgntsh.
Export Personal Folders =
21 save exported fle as:
Save in: |.:, Barkup x| - @& ¥ O E - Tooks - IC:'l,Documents and Settings\BusyBookyh:  Browse... |
3] History Options
oy My ' Replace duplicates with items exported
e
" allow duplicate items to be created
[ Deskiop
" Do not export duplicate items

L] Favorites
“Kent vard
A Linux
2 b
Sl

Fiz name:— [outlookel = \LI @l < Bark I—IFinish Cancel |
Save astype: [Personal Folders Files (*.pst) = el |

Figure IR Figure 1S

You will have another window appear that will allow you to password prote@tehie
you desire (figure - after making your decisioselectOK, figure XU will appear and
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when the backup is complete you will be back at the normal Outlook screen where you
read your email.

Create Microsoft Personal Fold x|

File: IC:'I,D::u:uments and Settings\Kenttard, DPCRET!

WEN=HM P er sonal Folders

—Encryption Setting

. Mo Encryption
{* Compressible Encryption
. Best Encryption

—Password

Password: I Microsoft Outlook

Werify Password; I G v G

[ Save this password in vour password list

Exporting 'Deleted Items'

(0] 4 I Cancel | Help | ENEEEEEENENEENERNENEEEEE l:anc,3||

Figure 1-T Figure XU

Backing up Outlook Express

First of all if you backed up the files listed on uniénat to Backup you should have
saved the files needeldowever you might have had many files with the same name
under different folders, one for each separate OE Identity you Ganieok Expess uses
files that end with .wab for the address book. It uses. idxand .mbx as themail

files, depending upon the version you are using. | highly recommend that you upgrade
OE to the latest version (6 at the time of this writing). The upgradedsrom

Microsoft. Go to Chapter 2 under thipdates for Windowsection and run the critical
updates, this will include the upgrade for OES6.

Backing up OE is a multi step process and not nearly as neat or easy as backing up
Outlook.

Backing up your address book.Unlike Outlook, OE uses the standard Windows
Address Book (WAB) for versions 5 and 6. There are different address books for each
identity you have created. If you do not use multigntitiesthen things will be a little
easier for you.

You will need to open OE and then click lBife from the menu bar and th&xportfrom

the drop down lisffigure 1-V). Here you will have the choice Exportyour Address
Bookor yourMessagege-mail). Click one time oddress Boak
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g4 Outlook Express

File Edt ¥ew Tools Message Help

Mew 3 @
Hpen [t -
es Find

Savels.
Save Sitachments...
Sawe as Stationeny...

Folder »

g% | —————

Import »
Emport

Meszages...
Frirt... Chl+P i

; ; mail
Switch [dentity. ..
Identitiez 4

Fropertiez Al+Enter There ar

Work, Offline
Ewit and| Log W [dentity Setup a
E it

Figure 1V

You will be given only one way to export, a comma separated value (€S$H)own in

figure -W. This is great because you can import a CSV file into many other programs
such as Outlook, Eudora and many mailing programs. Click one tifhieecorn t dnd | e é
then click on théexportbutton.You will then be given the choice to export to a location
such as figure-X where you will need to click one time on tBeowsebutton.

CS¥Y Export x|

Save exported file as:

Address Book Export Tool |
Browse ... I
Select the program or file type you want to export your address boak to, and
then click the Expart buttan.
LCloze |
< Back | Tewt > |
Figure TW Figure £X

Now you will see the standarBave Ascreen, you will become familiar with this
particular window the more you use Microsoft Windows. To backup to a different
location than is listed click on the drop down arrow as in figuYeahd navigate to
where you want todckup. An example would be the temporary backup folder you
created in the beginning of this chapter, a floppy disk or in our example a zip drive.
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? 2=l
al - @ [ Sarciy 3 My Dovuments = 4-‘ 2
Hist ~
Basic Documents (] My eBaoks D‘:si’tip
Binders CO My M.us\c = My Documents
Book (1 My Fictures Elon 3| My Computer
Customer fida (] Nancy =5 3% Floppy (4]
Farvorites (1 Phota Album = Local Disk [C:)
ForSals (] Pictures
Haylee Medical (] Publishing
Haylees [0 TechMet
INET (O weeklGesk My onts [I] CwesklGesk
Kent
G My Aichives
File name: | =l sz | File name: [ = saee |
Save as lype Icomma Separated Walues [*.csv] | Cancel Save as type: IEomma Separated Values [*.csv] | Cancel
2| 7
Figure 1Y Figure 7

If you wantto create a new folder, inside your backup folder, simply click oiNéve
Foldericon circled above in figure-Z. This will create a new folder in the file or disk
listed in theSave in:area. The folder will be created with the naNeaw Folderand the
namewill be highlighted(figure 1-ZA). Start typing in the name you want for the folder,
nothing else.
| L™ —
D.. CONFIGEAK COMFIGSYS  fastunffs

WwF

Figure tZA

If you accidentally clicked somewhere else, you can fitjbk on thenewfolder and
selectRenamdrom the choices and you will be baakfigure 1ZB.

Open
Explore
Search. ..
Manage

Map Metwark Drive, ..
Disconnect Mebwork Drive, ..

Create Shortcut
Delete

Rename

Figure 7B

To go into a newly created folder simply doublek on it.

Onceyou have chosen a location you will need to name the file. At the bottom of both of
the figuresl-Y and tZ, there is an area label&ile Namelocated at théottom of the
window. Here you will type on the name for you address book backup. | name it
addressbookollowed by the date information.

If you have multiple identities you will need to log on as each OE identity
and repeat the same process, howevemnyight want to add the identity
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name to the backup suchMancyAddressBook0720a#d
HayleeAddressBook07200zkeep them separate or under the location

you are backing up to you can create a folder for each person and then all
data that is backed up ftrat person can go into their folder for example
C:\BackupNancy and GBackupHaylee for temporary locations.

Since thee can be several files that you want to save as CSV for various reasons, haming
the backumddressboolkets you know what it is at aahce and by placing the date that

you backed it up as part of the name you will know when you last backedstiop

figure 1-ZC. Once you have named the backalck on theSavebutton located in the

lower right corner of the window.he next window wilbe just like figure 12X shown

earlier except the name of your backup file and location are now filled out (figZibg 1
simply click onNextto continue.

C5¥ Export x|
Save exported file as:
21xl IE:\M_I,I Documentshaddressbook 072004 Browse ... |
Save in I@ My Documents j - EF '
Basic Documents [ My sBooks
Binders (1 My Music
Book. [ My Pictures
Customer Aida CdNancy
Favoites (1 Phato Album
Forgale I Pictures
Haplee Medical [ Publizhing
Hayless 1 TechMet
INET CweeklyGesk
Kent
@ My Archives
File pame: [actresshooko7z004 =l Save
| Savems bope: IEnmma Separated Yalues [~ csv] j Cancel L |
7|
Figure xZC Figure ZD

The new window (figure -ZE) will allow you to select the fields (parts of the data) you
wish to export, | strongly suggest you place a check mark in all of them just in case you
forgot that you did use that field initially. To continue, click onEmash button in the

lower right hand corner. After a brief moment you will be congratulated with figdife 1
selectOK to continue.

C5Y Export

Ix

Select the fields pou wish to export:

O -
[ Last Mame

[ Middle Mame

Mame

[ Mickname
E-mail &ddress Addresz Book 5I
Home Strest it

Horme City

H o

— EZEZ :;stt:l Code @ &ddress book export process has completed.
1".\\“ Home Country/Region

[l U, Dl LI

< Back I Finizh I Cancel |
Figure TZE Figure TZF

You will be brought back to the ginal window that allows you to choose the format
(CSV) to export tdfigure 1-W). Here you will need to click on th@&osebuttonand you
are finished backing up the address book.
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To continue on andackup your email messagegou will need tchaveOE open.

You donot want to go back to figure-¥ and selecMessagesthis will
only backup for transfer to Outlook or Exchange as shown in figd® 1

Export Messages

@ Thiz will export messages from Outlook E xprezs to Microzoft Outlook or Microsoft Exchange.

Cahcel |

Figure xZG

Acrossthe Outlook Expressnenu bar seledfoolsandthen click onOptionsas shown in
figure 1-ZH. The new window by default will open to ti&eneraltab (figure 1-ZI),
select thevlaintenanceab by clicking one time on iT.he Maintenance tab is shown by

the red arrow in figure-ZI.

¥4 Outlook Express

J File  Edit View | Tools Message Help

AF Sent Items 0
: i I NI e
Figure tZH
21| 21|
Spelling I Security I Connection I Maintenance I General I Fiead I Feceipts I Send Composze | Signatures |

General | Fiead I Feceipts I Send I Compoze I ighatures Spelling I Security Connection Maintenance
General Cleaning Up Messages

[ iwihen starting, go directly to my ‘Inboy’ folder I :'-Fj v Empty messages from the 'Deleted [tems’ folder on exit

v Matify me if there are any new newsgrups =l [~ Purge deleted meszages when leaving IMAP folders

v Automatically display folders with unread messages V¥ Compact messages in the background

™ Delete read message bodies in newsgroups

Send / Receive Messages I~ Delete news messages |5 3: days after being downloaded

[ Play sound when new messages arrive Compact mezzages when there is |2D 3: percent wasted space

[+ Send and receive messages at startup

IBD 3: minute(s]

If my computer iz not connected at this time:
=

[+ Check for new messages every

IDD hit conhect

Default Messaging Programs

%4 Thiz application iz MOT the default Mail handler
2

Make Default |

Send and Receive 3
Create Mail Ser  Synchionize Al

- Synchronize Falder
= Outlook ExpESEErRENe v
|Folders  Addess Book.. Chl+Shift+E
li—;] Outiook Express Add Sender to Address Book

=45 Local Folders

. B Inbox Meszage Rulss L

FS Outbox Accounts...

Click Clean Up Mow to clean up downloaded

LClean Up How... |
Messages on your computer.

Click Stare Folder to change the location of your Store Folder...
message stare, —

Troubleshooting S o

0

Outlook Express can zave all commands to and from a server in a log file
for troubleshooting purposes.

This application is NOT the default News handler Make Default | ™ Mail ™ Mews 7 IMaP [~ HTTP
QK I Cancel | Lpply | QK I Cancel | Lpply |
Figure :ZI Figure 12J

Now, click on theStore Foldetbutton located toward the lower right of the window as
shown by the arrow in figure-2J. A new smaller window will appear showing the
storage location of yourmailsjustlike figure 1-ZK. Since this can vary from place to
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place and version to version of OE this is the best way to find them. Now you will want
to copy the location. Begin by placing the mouse at the beginning of the file name,
clicking one time before th€é: and steadily dragging the mouse left across the whole
name (which extends beyond what you see) until the entire locatiorhigyhtgd, which
should end with thé s io ExpressFigure tZL gives you an example.

Store Location

Store Location x|

Your personal message stare iz located in the following folder:

C:WWINDOWS A pplication D atabldentities\[E FE3040 8-0023-4DER-9 A iAWt E spress

Caticel | LChange... | ak. I Cancel |

Figure 2zK Figure :ZL

Change... |

Once the entire $&ction is highlighted (our example stops befBrgresss highlighted

SO you can see better, and you must have it highlighted) release the mouse button and

then on the keyboargressheCtrlandCk ey s at t he same ti me. Thi
is highlightedo command. Ev eacopydiwhatydu it wi | |
have selected is in tripboard of Windows. Selecthe Cancelbuttontwo timesto close

figures tZL and tZJabove. Now go to th8tartbutton on the desktop (it is located in

the lower left of your monitor screen) and click on it one time and then click one time on
Run.Figure 2ZM is an example in Windows 98 and figur&ll is an example of how it

looks inWindows XP.

Figure xZM Figure XZN

After clicking onRunthe rundialogbox will appear. | t will look similar to figure-ZO
below and may or may not have any text inilinte aea. If you do have text here delete
it by clicking the mouse one time to the right of any text and pressirRpttiespacdey

on your keyboard until all text is eraséidyou do not have any test here simply move the
mouse over the text box and click dimae in the white aredhis will place the cursor
inside the box. Now, on the keyboard, pressdtreandV keys at the same time. This is

t he key c o rRbstewlatis irotime clipoard hi@re  Ruhb®x should look

like figure 2:ZP . Click OK to continue.
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