Recommended Equipment

A computer with Windows 7 installed. A USB pen drive or external hard drive.

Note: If you are in a virtualised environment, you will need to ensure your virtual machine
can access the external drive.

Note: Windows 10 has a legacy back up or restore from Windows 7 days. It can be used in
the same way.

Part 1: Data Backup and Recovery in Windows 7
Step 1: Create back up files.

a.

b.

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.”

Note: Remove all extra folders and files from the computers Desktop. This will help to
reduce the length of time to complete the backup for this lab.

Step 2: Open the Backup and Restore tool

a. To open Backup and Restore in Windows 7, use the following path:
Control Panel > Backup and Restore
b. If backup has never been configured, your window will look like the following:
E=5 EoN =
@U‘?r&,‘ <« All Contr... » Backup and Restore - | +4 | Search Control Panel ol
Control Panel H ®
- Back up or restore your files
'f‘_';' Create a system image Backup
) Create a system repair disc Windows Backup has not been set up. g 5et up backup
Restore

See also
Action Center

H) Windows Easy Transfer

Windows could not find a backup for this computer.

[Ey/Select another backup to restore files from

Recover system settings or your computer




— Configure Data Backup and Recovery in Windows 7

c. Ifabackup is scheduled to run, click Turn off schedule, as shown below.
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Seqrch Control Bansl o |
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Ol\_) : |1}§9 <« All Control Panel Items » Backup and Restore - | 3 |

File Edit View Tools Help
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Contrel Panel Home 3
Back up or restore your files

'@ Turn off schedule Backup

) Create a system inndge Locaticn: BackUpDrive (E:} 'S'Back up now

) Create a system repair disc —

»‘ 32.86 GB free of 149.05 GB

Backup size: 1.67 GB
r{":.;Ul'-.-hanagn&sr:a-:E

Mext backup: 172472011 2:00 AM
Last backup: 1/23/2011 8:11 AM
Contents: Files in libraries and personal
folders for selected users
Schedule: Every day at 2:00 AM
'E;'Change settings
Restore

You can restore your files that were backed up on the Restore my files

current location,
'H'Restcre all users' files

'.5'5E|E-Zt ancther backup te restore files from

Recover system settings or your computer
See also
Action Center

® Windows Easy Transfer




Step 3: Complete the Set up backup wizard.
a. If a backup method is already configured, click Change settings, as shown below, to start
the Set up backup wizard. If a backup has never been configured, click Set up backup to
start the wizard.
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1 iu 3 |@9 <« All Control Panel tems » Backup and Restore - ‘ €,| Sec el |
File Edit View Tools Help
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Control Panel H ;
T Back up or restore your files

'@3 Turn off schedule Backup

@ Create a system image Location: BackUpDrive (E:
) Create a system repair disc —

’ 32,86 GB free of 142.05 GB

Backup size: 1.67 GB

) Back up now

'&l‘l"danage space
Mext backup: 1/24/2011 2:00 AM
Last backup: 1/23/2011 811 AM
Contents: Files in libraries and personal
folders for selected users
Schedule: Every day at 2:00 AM
&

Restore

You can restore your files that were backed up on the Restore my files

current location,
B Restore all users' files

'5‘5E|E-Zt another backup to restore files from

Recover system settings or your computer
See also
Action Center

@ Windows Easy Transfer

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

K::Jl @ Set up backup

Select where you want to save your backup

We recommend that you save your backup on an external hard drive, Guidelines for choosing a backup
destination

Save backup on:

Backup Destination Free Space Total Size
<3 DVD RW Drive (Dv)

b BackUpDrive (E) 3286 GB 149.05 GB
& Removable Disk (F:) 289,18 MB 191 GB
ez New Volume (M:) 483 GB 4,88 GB
=3z New Volume (M:) 483 GB 4,88 GB

Save on a network...




c. Select Let me choose on the What do you want to back up? screen. Click Next.

EXH
@ @ Set up backup

What do you want to back up?

) Let Windows choose (recommended)

Nindows will back up data files saved in libraries, on the desktop, and in default Windows folders.
Windows will also create a system image, which can be used to restore your computer if it stops
working, These items will be backed up on a regular schedule, How does Windows choose what
files to back up?

@ Let me choose

You can select libraries and folders and whether to include a systermn image in the backup.
The items you choose will be backed up on a regular schedule,

[ Mext L\J[ Cancel l

@ @ Set up backup

What do you want to back up?

Select the check box of the items that you want to include in the backup. What files are excluded by
default from the backup?

4 82 Data Files
[T182, Back up data for newly created users
[ DE, John_Computerd's Libraries
a [7]52, John's Libraries
|:|3 Documents Library
DJ‘: Music Library
DE] Pictures Library
DE Videos Library
¢ Ol Additional Locations
4 M Computer

b [Flggs Local Disk (C2)

»

m

Include a system image of drives: System Reserved (5], ()

A system image is a copy of the drives required for Windows to run, You can use it to restore your
computer if it stops working,

Mext ]’ Cancel




d. Close the Windows Help and Support window. Expand Additional Locations and make sure
only Desktop is selected. Make sure no other location is selected. Remove the check mark
from Include a system image of drives:. Click Next.

e. The Review your backup settings screen is displayed. Click Change schedule.

@ @ Set up backup

Review your backup settings

Backup Location: BackUpDrive (E:)

Backup Summary:

Ttermns Included in backup i
IGPiu:turEs Library Mot in backup
G'-.-"idecz Library Mot in backup ‘ |
ol Additional Locaticns =l
GAppData folder Mot in backup _l
@Cuntacts Mot in backup
B Decktop All local data files
GDcm.-'nlcacIE Mot in backup =

Schedule: Every dddd, MMMM dd, yyyy at 12:00 AM Change schedule

[ Save settings and exit ][ Cancel




f. The How often do you want to back up? screen is displayed. Place a check mark in the
checkbox Run backup on a schedule (recommended). Set the following conditions and then
click OK.

How often: Daily
What day: blank
What time: 2:00 AM

@ Set up backup

How often do you want to back up?

Files that have changed and new files that have been created since your last backup will be added to
wour backup according to the schedule you set below.

[¥] Run backup on a schedule (recommended)

How often: Daily A
What day:
What time: 2:00 A -

[ Ok [}J I Cancel




g. The Review your backup settings screen is displayed. Click Save settings and exit.
Note: If a backup schedule has never been created, then the button label is Save settings
and run backup. Clicking the button will immediately start the backup process. If this is the

case, move to Step 4b.

(3]
@ Q@ Set up backup

Review your backup settings

Backup Location: BackUpDrive (E:)
Backup Summary:
Items Included in backup o
Gpictures Library Mot in backup
G'\n"idecs Library Mot in backup
=) Additional Locations E
G;i\ppData folder Mot in backup L
QContacts Metin backup
B Desktop Al local data files
®Down|cacl5 Mot in backup i
Schedule: Every day at 2:00 AM £hange scheduls

Save settings and ext L\l, [ Cancel

Step 4: Run the backup.
a. To test the backup configuration, click Back up now. To view the progress of the backup,

click View Details. The Windows Backup is currently in progress screen is displayed.
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Qn\_) ||T&} <« All Control Panel Ite... » Backup and Restore - | ‘,| ‘ Search Control Panel gl |
File Edit View Tools Help

-

Centrol Panel Home :
Back up or restore your files

®) Tumn off schedule '
Backup in progress..,
) : pin prog =
B Create a system image . _:E‘(‘ ) View Details .

0 P .m0
g Create a system repair disc

?’J:E Windows Backup...11% complete EI = '

Windows Backup is currently in progress

m

Creating a shadow copy

Open the Backup and Restore Control Panel to view settings

Stop backup

‘You can restore your files that were backed up Restore my files

See arsor

Action Center

'@' Windows Easy Transfer




b. When the Windows Backup has completed successfully message appears, click Close.
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\:JIC.J > N& e All Control Panel Ite... » Backup and Restore - |$’ | Search Control Pane pel ‘
File Edit View Tools Help

Control Panel Home IE

Back up or restore your files
'E;:‘ Turn off schedule Backup

@ Create a system image Location:

i

24 Windows Backup...100% complete

f@ Create a systern repair disc

e

Windows Backup has completed successfully

Finished

Open the Backup and Restore Control Panel to view settings

files
-

See

T —
Action Center

= Recover system settings or your computer
Y Windows Easy Transfer = :

Step 5: Delete and restore files.

a. Navigate to the Desktop and delete Backup File One and Backup File Two. Empty the

Recycle Bin. In the Backup and Restore window, click Select another backup to restore files
from.
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Ou . H@ <« All Contrel Panel Ite.. » Backup and Restore

File Edit View Tools Help

Control Panel Home ;
Back up or restore your files

'@ Turn off schedule Backup

f@ Create a system image Location:

BackUpDrive (E:

@‘Back up now

f@ Create a system repair disc E—
32.86 GB free of 149,05 GB

Backup size: 7.92 KB
r4\‘:.:'l'|"-.-1enag& space

Mext backup:
Last backup:

Contents:

Schedule:

Restore

You can restore your files that were backed up on

the current location.

1/24/2011 2:00 AM
1/23/2011 11:13 AM

Files in libraries and personal
folders for selected users

Every day at 2:00 AM
'@'Change settings

Restore my files

'-?;'Restcre all users' files

See also

W

T

Action Center

=]

Windows Easy Transfer

U

Recover system settings or your computer




b. The Select the backup that you want to restore files from screen is displayed. Select the
location where the files are stored. Click Next.

I ._\ b Restore Files (Advanced]

e
Select the backup that you want to restore files from

If the backup location you want is not listed below, connect the drive with the backup to this

computer, and then click Refresh,

Computer Backup location

Backup Pericd
COMPUTER2 BackUpDrive (E:)

1/23/2011 to 1/23/2011

’ Browse network location... ]

[ Mext hJ’ Cancel ]

c. The Browse or search your backup for files and folders to restore screen is displayed.

Click Browse for files.

@ @ Restore Files (Advanced)

Browse or search your backup for files and folders to restare

red to their version backed up on 1/23/2011 11:10 AM.

A

Choose a different date

[] Select all files from this backup

In Folder Date modified Search...

MName
Click Browse for files, Browse for folders, or Search to add files to this list, Browse for files k

Browse for folders

Remaove

Remove all




The Browse the backup for files window opens. Click the current user’s backup. In the
example, this user is John. Therefore, the folder is labeled John’s backup. Double-
click Desktop and locate files Backup File One and Backup File Two. Select both files by

clicking Backup File One and then holding down the Ctrl key while clicking Backup File Two.
Click Add files.

E}‘ Browse the backup for files

Jzhn's backup

@Uv| ;¢ Backupof & » Users » Jchn » - | +4 | | Search John
Organize = == > [ ':E'
a I Microsoft® Windows Desktop
- 1/23/2011 11:09 AM
, Backup on BackUpD | Rachans L}

=
ol

File name: - ’AII Files

| Addfiles | | Cancel




e. The two files are listed in the Browse or search your backup for files and folders to
restore screen. Click Next.

@ 1@ Restore Files (Advanced)

Browse or search your backup for files and folders to restore

All files will be restored to their version backed up on 1/23/2011 11:10 AM.
Choose a different date

[T Select all files fram this backup

Mame In Folder Date modified I Search... I
| Backup File One ChUsers\John' Desktop 1/23/2011 11:09 AM I Browse for files I
= Backup File Two ChUsers'\John'\Desktop  1/23/2011 11:10 AM

’ Browse for folders I

Remove

Remove all

[ Mext L\\)J [ Cancel




The Where do you want to save the restored files? screen is displayed. Select In the original
location, and then click Restore.

B
@ @} Restore Files (Advanced]

Where do you want to restare your files?
@ In the original location

(71 In the following location:

m
(=]
[

Ul

[ Restoreﬂs[ Cancel

The Your files have been restored screen is displayed. Click Finish.

"ga Restore Files (Advanced)
Your files have been restored
Ay Somefiles might be restored in a different user folder (for example, Ch\Users\),
Why can't I find my restored files?
Step 6:



Modify, back up, delete, and restore a file.

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

Click the Backup and Restore window so it is active. Click Back up now.

Navigate to the Desktop. Delete Backup File Two. Empty the Recycle Bin. Click on

the Backup and Restore window so it is activated. Click Select another backup to restore
files from.

=1 EoR
ol W <« Al Control Panel lte... » Backup and Restore - |+ Search Control Panel go) [
N £ L
File Edit View Tools Help

@:;.
Contrel Panel Home .
Back up or restore your files

'?_IB' Turn off schedule Backup
By Create a system image Location: BackUpDrive (E:) 'dg'Back up now

[Pyl Create a system repair disc —

‘ 3286 GB free of 149.05 GB

Backup size: 12,58 KB
'f‘:;'l'.-1anagr: space

MNext backup: 1/24/2011 2:00 AM

Last backup: 1/23/2011 11:37 AM

Contents: Files in libraries and perscnal
folders for selected users

Schedule: Every day at 2:00 AM

By Change settings

Restore

You can restore your files that were backed up on Restore my files

the current location.
g Restore all users' files
See also !F;'-"- ect another backup to restore files from

Action Center ; {b
Recover system settings or your computer

W W . e
¥ Windows Easy Transfer

Select the location where the files are stored and then repeat Step 5:
Next > Browse for files > User’s backup > Desktop

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