What Do Cars and Computers
Have In Common?

They both need to have a
“spare” on hand!

Don't findyoursd f stranded. . .
Backwr Yar FiLEs ON M PE D skeTTES! ! |

1. Put the diskette that contains the file to be backed up into the A: drive. &
=)
2. Go to the Desktop and locate the “My Computer” icon. Double click on it. My Computer
A “My Computer” window will open. &
|
3. Double click on the 31/2 Floppy (A:) drive icon and double click on it. —
3% Floppy [A:]

4. Locate the file (if you have created folders . .
on the diskette, it may be necessary to open = P FloppyA) ________________HEE

those folders to find the file). RIGHT-click on || Fie Edit Yew Go Favoites Help

the file icon. (In this example, the file J S oo - [1g | W | | X | ==

“internet worksheet.doc” will be backed up.) | ad dress@ﬁ_h

5. A shortcut menu will appear. Find the @

“Copy” command and click the LEFT mouse ‘ L

button on it one time. The green light on the IE’II'I?AEF'_Z'J‘TEEF‘F" i E:r:‘t’

diskette drive will illuminate while the copy is Guick View

being made. WAIT until this light goes out

before you do anything else. N Netw e Copy..
Scan for VMinuges.

A copy of the file is now being held in a e :

temporary storage area called the clipboard. -

The goal is to move this copy onto another Cut

diskette, thus creating a backup of the file. M|
Create ﬁhnrﬁut

First, you must properly close the access to Delete

the A: drive (to avoid corrupting files). The Riename

easiest way to do this is to simply open a Properties

different drive. (TURN THE PAGE)

Copies the zelected items to the Cliphoard. To put them in the new location, 14



Click your mouse on the drop down =5 3% Floppy [A:) _ (O] x]

list button at_the end thg “Address” || FE B Yo 6n i Hen |-
bar. (A notation on the figure to the ' — ——— : T
right identifies this button.) A list of | & - = -[id % DR X EE |
available drives will be displayed. | Addiess [ 4 '%i
Click on the (C:) drive to open a list — ] Desktop
of files on that drive. The window will =) by Computer
change to display the folders and DISEIE é? 3’*5_ Flappy 4] |
files on the C: drive. COMPU E‘j {g]] (Drop Down List Button)

(=1 Removable Dizk [E:]
6. Remove the original diskette from the A: =% 33 Floppy [A:] M= 3
drive. Put the backup diskette into the A: mﬁ
drive. Click the drop down list button again, N — —
and then click on the 31/2 FLoppy (A:) drive e |
in order to access the A: drive. A new win- | Address |:y At ;! |
dow will open and a list of its current con- & Deskiop '
tents will be displayed. Keep in mind that if =)ty Computer
the diskette is empty, the window will be ﬁ;&Flnpw (&)
empty also. = %

(=0 Removable Dizk [E:]

e

7. Find a blank area in the window below the Address bar in e E; :
the area where file and folder icons are displayed (avoid IS ey A
placing the mouse on or near any existing file icons or

_ : Wi

folders). This is called the “content pane.” RIGHT click the il :

mouse one time and a shortcut menu will be displayed. Custarize this Folder...
Arrange [conz 3

Line Up lzonz

8. Click the LEFT mouse button one time on the “Paste”

command. The copy of the file that is currently on the il sl

computer Clipboard will be copied onto the diskette in the Mi

A: drive. During the copy process, the green light on the e

floppy diskette drive will be illuminated. WAIT until this light Undo Copy

goes out before you do anything else. You will see the New »
“Copying...” window shown below during the copy process. e

When this window closes, and the green light goes out,

CLOSE the “A:” drive window and the “My Computer” Ingerts the items you have copied ar cut inta the selected |
window. It is also safe to remove your dis-

kette. ——
NOTE: A backup of your file now resides on 7 = —

the second diskette. When you make revi- \j EJ

sions to your file, make sure you copy the :
o ! internet workzheet, doc
revisions (re-copy the file) to your backup From acsm 107" ba '8y

diskette. | % Cancel |




