Restore Back Up Files and Folders | Add Printer

Tips:
e You don’t have to restore all files and folders you have backed up; to save space, you may want to
restore only the files you are currently using.

e Copy your back up disc so you have one to keep at home in case something happens to the original.

O Step 1: Open Back Up Folder

1. Insert CD/DVD or Flash Drive in your new machine —~
2. Click the Microsoft Start Button in the lower left corner —
3. Select Computer

4. Open CD/DVD/Flash Drive

|:| Step 2: Restore Favorites and My Documents
D Favorites

Open Back Up Folder (see step 1)

Locate Favorites

RIGHT click on Favorites

Select Copy -
Click Start Button located in the task bar ]
Click Computer

Click WinXP (C:) on the lower left & Winxp (C)

Double click Users
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Double click on your username
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. Click on arrow next to Organize
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. Select Paste
12. Click Yes to Confirm Folder Replace
13. If there are duplicate Favorites do the following:

Copy File =

Th is already a file with th in this location. .
ety s feeen 1. Check Do this for the next X

 Copy and Replace number of conflicts

Replace the file in the destination folder with the file you are copying:
AFSOP.url . ,
AESOP (E:\ltaylor_eprayzor2012\Favorites) 2 Click Don’t Co py
Size: 240 bytes *
Date modified: 3/9/2012 12:29 PM

4 Don't copy
2 No files will be changed. Leave this file in the destination folder:
AESOP.url
AESOP (C:\Users\ltayler\Faverites)
Size: 240 bytes
Date modified: 3/28/2012 10:27 AM (newer)

4 Copy, but keep both files
The file you are copying will be renamed "AESOP (2).url"

1 Do this for the next 11 conflicts Skip

14. Click Yes to Confirm Folder Replace



[J My Documents
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Open Back Up Folder (see step 1)

Locate My Documents

RIGHT click on My Documents

Select Copy __
Click Start Button located in the task bar >
Click Computer

Click WinXP (C:) on the lower left & WinxP (C:)
Double click Users

Double click on your username

L N U e WwN

10. Click on arrow next to Organize

11. Select Paste

12. Click OK in the Move Folder Box

Move Folder =)

The files in My Documents will be moved to C\Users\ltaylor\Documents,

L8, My Documen ts
1 Type: File folder
Date modified: 3/16/2012 2:32 PM

|:| Step 3: Restore Files and Folders (Desktop Items)

1. Open Back Up Folder (see step 1)
2. RIGHT click on desired file or folder
3. Select Copy
4. Navigate to desired location in which you want to paste the file
a. If placing on Desktop:
i. RIGHT click on Desktop | Select Paste
b. If placing in My Documents or some other folder:
i. Double click on desired folder
ii. Click on arrow next to Organize
iii. Select Paste

[ ]step 4: software g
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Submit a HEAT ticket for any software needed. 2 Q;\? o — }Dentonlnde;
1. Click Internet Explorer icon on lower task bar LD S <
2. Select Favorites
3. Select DISD HEAT Ticket Mot et

, MSN Websites
. Websites for United States
. Windows Live
& | AESOP
i al Leave Requ




Fill in the required HEAT ticket information:

- - - - HEAT TROUBLE TICKET - - - -

1 Email Address: (enter user name only) _ @dentonisd.org
2 campus: [EAS service v-o: I
4 Room No.: -5 DISD Phone No.: 369 - -
6 brobien: 7 1vpe

Description:

SUB FINDE
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|:| Step 5: Add a Printer

1. Click the Microsoft Start Button in the lower left
2. Select Devices and Printers

Computer

Control Panel

‘ Devices and Printers ’

Help and Support

Type username only (example:
Ismith, tjones2)

Click arrow to select Campus
Service Tag

This is located on the lower right of
your desktop

Computer Name: XXX-J9WGRH1
Computer Model: Latitude Z600
Date Imaged: 2/22/2010 4:17:33 PM

IP Address: 10.2.3.30
10.248.170.40
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Dell Service Tag: JOWGRH1
Lru. vuai 1.0ov GHz Intel

Room Number

DISD Phone Number

Problem

Click on arrow and select Software
Type

Click on arrow and select SMS




4. Click Add a Network, Wireless or Bluetooth Printer
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[ &) @ Add Printer

What type of printer do you want to install?

< Add a local printer

Use this optien enly if you don't have a USE printer. (Windows automatically installs USB printers
when you plug them in.)

=+ Add a network, wireless or Bluetooth printer

Make sure that your computer is connected to the network, or that your Bluetooth or wireless
inter is turned on.

Next

5. Click the printer that | want isn’t listed, click Next
. .
@ /1 Add Printer

Select a printer

Printer Name Address Gl
I CrossQaks Office OCEVL2821 on PRINT02 CrossOaks Office £
i @Windle SecOffice Dell2130cn on PRINTO4 Windle SecOffice 1
&5 \ilson RoomD7 Dell2330dn on PRINTO4 Wilson RoomD7 I lI
| @Wilson CafeMgr Dell2330dn on PRINTO4 Wilson CafeMgr
| ?Wil;ﬂn Aware BrotherB085dn on PRINT04 Wilson Aware D6
¥ Tech Repair Dell5130cdb on PRINT04 Tech Repair
@Tech InstTechSec Dell2330dn on PRINTO4 Tech InstTechSec
8 Tech HelpDesk Dell5110 on PRINT04 Tech HelpDesk i

2 The printer that I want isn't listed
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6. Select find a printer in the directory, based on location or feature and click Next
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@ = Add Printer

Find a printer by name or TCP/IP address

Find a printer in the directory, based on location or feature

() Select a shared printer by name

Browse...

Example: \\computername'printername or
http://computername/printers/printername/ . printer

() Add a printer using a TCP/IP address or hostname




7. Search for printer by Name, Location or Model and click Find Now
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L Find Printers ol 5
File Edit View
In: [] Ertire Directory V] [ Browse... ]
Printers | Features I Advanced
Find Now
MName:
Stop
Location: RHS
Model:
£
Search results:
MName Location Model nl
1 RHS Counselor .. RHS Counselor Dell Color Laser 5110cn PCLG L
FF RHS ConfRmD ...  RHS ConfRmD Dell Color Laser 5110cn PCLG
B RHS ConfRmD .. RHS CenfRmD Dell Color Laser 5110cn PCLG
P81 RHS Cart2A Dell... RHS Cart24 Dell Laser Printer 5100cn PCLG
B RHS CafeMgr D..  RHS CafeMgr Dell 2330dn Laser Printer
F= RHS AudioVideo.. RHS AudioVideo Dell Color Laser 5110cn PS -
4 | m | b I
56 item(s) found |

8. Select desired printer, click OK, click Next, click Finish

9. Submit a HEAT ticket if you need assistance in setting up your printer.



