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Log on to your PC as normal. 
Click on (Start) then click on (Computer) 



Locate and click on the (C:)Drive 



Backing up Documents 
Click on (Users) 



Find the folder with your name on it. 



Click the Right Mouse button while 
holding the cursor over your folder. 



Select (Properties) in the new window. 



This will give you the size of your files. Please make 
sure you have enough room on your external drive to 

hold the data. Click (OK) when done. 



Select your file again and copy it to 
your external drive.  



Click the Blue (Back) button twice 



Backing up ExamView  
Click on ExamView Folder 



Copy both (Banks) and (Tests) folders and save them to 
your external storage drive. 


