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Log on to your PC as normal.
Click on (Start) then click on (My Computer)
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Locate and click on the (C:)Drive

2 My Computer E'@@ .

File Edit View Favorites Tools Help lf,.

Q&m @ L’Z" pSearch [C Folders .v

Address 9 My Computer

Hard Disk Drives
System Tasks

View system information v Local Disk (C:)

@ Add or remove programs

(3 Change asetting
Devices with Removable Storage

Other Places
DYD{CD-RW Drive (D:)
& My Network Places

() My Documents
[ Contral Panel Network Drives

— ‘ i shsmath on '10,135.0.28' (M:) i shspublic on '10.135.0.26' (Q?)

My Computer

System Folder == =3
i Pictures on '10,135.0.98' (S:) i shs_lib on '10.135.0.26' (U:)

i systems on '10.135.144.67' (¥:)




You may see this screen appear,
if so click on(Show the contents of this folder),
If not continue to next step.

== | ocal Disk (C:)

File Edit View Favorites Tools Help

eBack - \_3 l’ pSearch || Folders  [Z25]+

I Address (<o C2y

System Tasks

= These files are hidden.

[ Show the contents of this
drive

ih Add or remove programs This folder contains files that keep your system working properly.
47 Search for files or folders You should not modify its co” tents.

Other Places Show the contents of this folder

i My Computer
{2} My Documents
&3 My Network Places

Details

‘4 Start == | ocal Disk {(C:)




Backing up Documents
Click on (Documents and Settings)
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Select the folder with your name on it.
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Copy the (My Documents) (Desktop) and (Favorites
folders to your external drive.
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Click the green (Back) button twice
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Backing up ExamView
ick on ExamView Folder
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Copy both (Banks) and (Tests) folders and save them to

your external storage drive.
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