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IT Essentials 5.0
10.3.1.5 Lab - Data Backup and Recovery in Windows Vista

Introduction
Print and complete this lab.

In this lab, you will back up data. You will also perform a recovery of the data.

Recommended Equipment
The following equipment is required for this exercise:
e A computer system running Windows Vista is required for this exercise

Step 1
Log on to the computer as an administrator.

Create a text file on the desktop called Backup File One. Open the file and type the text “The text in this
file will not be changed.”

Create another text file on the desktop called Backup File Two. Open the file and type the text “The text
in this file will be changed.”

Step 2
Click Start > All Programs > Accessories > System Tools > Backup Status and Configuration.

The “Backup Status and Configuration” window appears.

&

ES Backup Status and Configuration

Automatic file backup is turned on

Windows will scan your computer for new and updated files and add them to your
backup based on the schedule you set.

What file types are not included in the backup?

Backup status

\ﬁ» The last file backup was successful.

Restore Files

Backup location: BackUpDrive (D:)
. \§ Last successful backup: 29/09/2009 6:10 PM
(= - Next backup: 30/09/2009 2:00 AM

Complete PC Backup

@® Back up now
Scan for new or updated files and add them to your backup.

@ Change backup settings
Adjust your current backup settings or start a new, full backup.

Automatic backup is currently en ‘f” Turn off k

If automatic backup is turned on, click Turn Off > Continue.
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Step 3
Click Change backup settings > Continue.

l:‘?j Backup Status and Configuration

Automatic file backup is configured but turned off

Windows is not scanning your computer for new and updated files.

What file types are not included in the backup?

] Backup status
€ /
;3 lﬁ\ The last file backup was successful.
Restere Files
Backup location: BackUpDrive (D:)
4
- \§ Last successful backup: 29/09/2009 6:10 PM
— Next backup: Disabled
3

Complete PC Backup

@® Back up now
Scan for new or updated files and add them to your backup.

® Change backup settings
Adjust your current backup settings or start a new, full backup.

Automatic backup is currently off

The “Where do you want to save your backup?” screen appears.

() %@ BackUpFiles

Where do you want to save your backup?

@ On a hard disk, CD, or DVD:

[’ BackUpDrive (D:} 33.2 GB free N

) On a network:

Why don't I see my hard disk?

What's the difference between backing up files and copying files to a CD?

Select the location where the backup will be stored. In this example, an external hard drive is used.

Click Next.
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Step 4

The “Which file types do you want to back up?” screen appears.

p

@ 1@ Back Up Files

Which file types do you want to back up?

All files on this computer of the type that you select will be backed up, including files that beleng te
other users of this computer. We recommend that you back up all of the file types selected below.

[~ Pictures Category details

] Music Move the mouse peinter over a categery on the left
or select it with the keyboard to see what types of files

[[] Videes will be backed up.

[T] E-mail

[¥] Documents

[ TV shows

[7] Compressed files
[7] Additional files

Only files on NTFS disks can be backed up. System files, executable files, and temporary files will not
be backed up. What other file types are not included in the backup?

[ Next & [ Cancel

What file type can be backed up?

What file types will not be backed up?

Only files on what type of disk can be backed up?

Make sure only file type Documents is selected.

Click Next.

Step 5

The “How often do you want to create a backup?” screen appears.
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@ 1@ Back Up Files

How often do you want to create a backup?

New files and files that have changed will be added to your backup according to the schedule you set
below.

How often: Daily >,

What day:

What time: 2:00 AM h

[¥] Create a new, full backup now in addition to saving settings

When should I create a new, full backup?

Save settings and start backup [\l [ Cancel
N

Set the following conditions:
How often — Daily

What day — blank

What time — 2:00 AM

Which files will be backed up?

Place a check mark in the checkbox Create a new, full backup now in addition to saving settings.
Click Save settings and start backup.

The “Creating a shadow copy” progress screen appears.

## Back Up Files ==

Creating a shadow copy

s

[ Stop backup ] [ Close I

The “The backup has finished successfully” screen appears.
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¥ Back Up Files ==

The backup has finished successfully.

Stop backup

When the backup is finished, click Close.

Step 6
The “Backup Status and Configuration” window appears.

@ =
3:'5‘ Backup Status and Configuration

a’. Automatic file backup is turned on
n Windows will scan your computer for new and updated files and add them te your
e i) backup based on the schedule you set.

Back Up Files =

What file types are not included in the backup?

‘/ Backup status
E @ The last file backup was successful,
Restore Files

Backup location: BackUpDrive (D:)
£\
\§ i Last successful backup: 29/09/2008 7:30 PM
A —— Next backup: 30/09/2009 2:00 AM
Complete PC Backup

® Back up now
Scan for new cor updated files and add them te your backup.

@ Change backup settings
Adjust your current backup settings or start a new, full backup.

Automatic backup is currently on @Wum off

When will the next backup take place?
What is the state of automatic backup?

Step 7
Navigate to the Desktop. Delete Backup File One and Backup File Two.
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Empty the Recycle Bin.

Step 8
Click on the “Backup Status and Configuration” window so it is active.

¥ Backup Status and Configuration
& £a Restore files
-
~
\\j; You can restore individual files and folders that have been accidentally deleted or
Back Up Files damaged, or you can restore all files if you need to replace your computer or your hard
disk.

1
7

@ Advanced restore

R il Restore files from backup made on ancther computer or restore files for all users
EaRil= of this computer

(.4
. \§
- < Restore files

Restore your files from a backup made cn this computer.

Complete PC Backup

How do I restore files from backups made using a previous version of Windows?

Click Restore Files icon on the left panel.

Step 9
Click Restore files.

e Backup Status and Configuration
@’—‘ a |  Restore files
= €
\\i\i | You can restore individual files and folders that have been accidentally deleted or
Back Up Files I damaged, or you can restore all files if you need to replace your computer or your hard
disk.

1s

— @ Advanced restore
—

R il Restore files from backup made on another computer or restore files for all users
StarE e of this computer

? Restore files
Restore your files from a backup made on this computer,

Complete PC Backup

How do [ restore files from backups made using 2 previous version of Windo

Step 10

The “What do you want to restore?” screen appears.
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W "ka Restore Files

What do you want to restore?

@ Files from the latest backup

Files from an clder backup

Other options:

;stem Restore)

ntly deleted files (Recycle Bin)

Learn how to restore from backups created on clder versions of Windows

e

Select Files from the latest backup, and then click Next.

Step 11

The “Select the files and folders to restore” screen appears.

@ @3 Restore Files

Select the files and folders to restore

Click Add files, Add folders, or Search to add files to this list.

Name : In Folder Date medified Add files... D
Add folders...

Search...

Click Add files.

Navigate to the Desktop and locate files Backup File One and Backup File Two.
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.

» S‘,‘ Add files to restore

Favorite Links
Desktop
Computer
Documents
Pictures
Music

Recently Changed

BeEm®EN

Searches

J Public

Folders

o,
@uv| 1.« C: » Users » John » Desktop »

Date created

Advance networking
30/09/2009 6:32 PM

Backup File One
29/0 09 4:46 PM

Backup File Two
30/09/2009 5:30 PM
ytes

3

I T T

printer name

29 a:58 AM

Printer test page
09 11:45 AM

TR
02/08

File name: "Backup File Two" "Backup File One"

vl‘tHSEarch R

Date modified £t o

m

—

v (A Fies -]

[ Add %J [ Cancel ]

Select both files by clicking Backup File One and then holding down the Ctrl key while clicking Backup

File Two.

Click Add.

The two files should show up in the “Select the files and folders to restore” screen.

@ b Restore Files

Select the files and folders to restore

.‘

Name

| Backup File One
|| Backup File Two

In Folder
C:\Users\John'\Desktop
Ci\Users\John'Desktop

Date modified

29/08/2008 4:46 PM
29/08/2008 4:46 PM

Add files... l

Add folders...

Search...

Remove

Remove all

z
g
57

Cancel

Click Next.
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Step 12
The “Where do you want to save the restored files?” screen appears.

pr

@ g Restore Files

Where do you want to save the restored files?

@ In the original location

*) In the following location:

[ Start restore!/}l [ Cancel

Select In the original location, and then click Start restore.

@ Restore Files

Successfully restored files

When the “Successfully restored files” screen appears, click Finish.
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Step 13
Navigate to the Desktop.

Are the two files restored to the Desktop?

Step 14
Open file Backup File Two. Add the following text “More text added.” to the file. Save the file.

Step 15

Click on the “Backup Status and Configuration” window so it is active.

1

-
’}j Backup Status and Configuration

(=]
&> a Automatic file backup is turned on
</
= Windows will scan your computer for new and updated files and add them tc your
Back\Up Files backup based on the schedule you set.
What file types are not included in the backup?
ﬁ & Backup status
:;li? r@' The last file backup was successful.
Restore Files
Backup location: BackUpDrive (D:)
. N Last successful backup: 30/09/2009 5:18 PM
& - Next backup: 01/10/2009 2:00 AM
»

Complete PC Backup

® Backupnow [}

Scan for new or updated files and add them te your backup.

® Change backup settings

Adjust your current backup settings or start a new, full backup.

Automatic backup is currently on

Click Back Up Files.

Which files will be backed up?

To where will the files be backed up?

Click Back up now > Continue.

The progress bar appears.
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¥ Back Up Files

The backup has finished successfully.

Stop backup
A

When the backup is completed click Close.

Step 16

Navigate to the Desktop. Delete Backup File Two.

Empty the Recycle Bin.

Step 17

Click on the “Backup Status and Configuration” window so it is activated.

xD:z 4
7

Back Up Files

Complete PC Backup

):'?j Backup Status and Configuration @I

Restare files

You can restore individual files and folders that have been accidentally deleted or
damaged, or you can restore all files if you need to replace your computer or your hard
disk.

© Advanced restore
Restore files from backup made on ancther computer or restore files for all users
of this computer

¥ Restore files N

Restore your files from a backup made on this computer,

How do [ restore files from backups made using a previous versicn of Windows?

Click Restore Files icon.

Click Restore files.

Restore both Backup File One and Backup File Two.

Step 18

Navigate to the Desktop. Open file Backup File Two.
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What text is in the file?

Step 19
Delete the following from the Desktop: Backup File One and Backup File Two.

Empty the trash.
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