
How-To: Backup Desktop and My Documents 

1.) Double-click My Computer from your Desktop to open 

 

2.) With My Computer now open, you’ll see the list of drives; here double-click the C: drive to 
open. (Drive names will differ from computer to computer, so just be sure you open the C: 
drive) 

 



 

3.) If you open the C: drive and receive a message stating “These files are hidden,” click the link 
named “Show the contents of this folder” 

 

4.) Now with the contents of the C: drive shown, double-click “Documents and Settings” to 
open 

 



5.) Here, a list of profiles (login names) will be displayed for your computer. Find and double-
click your username to open your folder 

 

6.) The contents of your profile (username) will be shown similarly as follows 

 



 

7.) Right-click the Desktop  folder and select Copy from the sub-menu that appears 

 

8.) Now go to your Staff – Private Folder on your school’s server and choose to paste the 
Desktop contents (you can also choose to use a flash drive if you have one) 

 



9.) Now go back to your C: drive, Documents and Settings, username folder (from Step 6) 

 

10.) Double-click My Documents to open 

 



 

11.) The contents of your My Documents will be displayed in the window 

 

12.) From the File Menu, select Edit and choose Select All. If you are prompted with a message 
stating “this folder contains hidden files”, click OK to continue 

 



 

13.) All files and folders within your My Documents will be selected 

 

*This next step is very important* as the available space on the school server is limited, users 
should not copy any Music, Videos, or Pictures to the server (those should be burned to a CD or 
copied to a flash drive). 

14.) Deselect My Music, My Pictures, and My Videos by holding down the Control (ctrl) button 
on the keyboard and left single-click each of the folders listed with the mouse 

 



15.) With all the contents of your My Documents selected (except for My Music, My Pictures, 
and My Videos), go to Edit on the File Menu and choose Copy 

 

16.) Go to your Staff – Private Folder on the school server; create a new folder within your 
Private Folder to place the items you are about to copy. Paste the contents of your My 
Documents into the folder 

 



The copy process will take some time; verify that you have copied all the files/folders to your 
Private folder when complete. 


