Back up your files! This ensures that, if something happens to your hard drive, your files will not be lost forever. Back up every week to a flash drive or external hard drive. You may put school files in your folder on students on pacer2, but DO NOT put music or picture files in these folders. There is a limit to the amount of space that you can use.

To back up: 

(It is a lot easier if you organize your files. Make a folder in My Documents for each of your classes, and save all your work there.)



1. Attach your media (flash drive or external hard drive) to your computer. 

2. Click on “my computer”. You should see your media in the “my computer” window – it probably says something like “removable disk”. Click on this to open it.



3. Resize the window so you it only takes up less than half the screen.

4. Now open my documents. Resize that window so that you can see both you’re my documents and your backup drive on the screen at the same time.

5. Right-click on the folder you want to back up. Choose “copy.”

6. Go over to the window for your external or flash drive. Right click in that window and click “paste”.

7. Repeat for other files/folders you wish to back up. 

