
���� �8:BLG

UseWord-2011 compatible copy
#= :?<:B<;	 :FGP@E> 8E; G8JK@E> =IFD -:I@M<E<I @EKF 1FI; ��� N@CC LJ< KIL<
=FFKEFK<J 8E; :FDD<EKJ� "8M@E> K?@J =<8KLI< <E89C<; :8E I<;L:< K?< HL8C@KP F=
:FGP 8E; G8JK< 9<KN<<E -:I@M<E<I 8E; FK?<I E8K@M< D8:)- JF=KN8I<�

,<KLIE KF :?8GK<I ⤴

B.8 Backup

 @>LI< ����� .?< �8:BLG GI<=<I<E:< G8E<

-:I@M<E<I ?8J 8 =LCCP 8LKFD8K<; 98:BLG JPJK<D K?8K B<<GJ @E;@M@;L8C J<C=

:FEK8@E<; JE8GJ?FKJ F= PFLI GIFA<:K J<K 8J@;< @E :8J< PFL J?FLC; <M<I E<<; KF
IFCC 98:B KF 8 GI<M@FLJ M<IJ@FE F= K?< GIFA<:K� .?< FGK@FEJ @E K?@J K89 N@CC :FEKIFC
K?< M8I@FLJ 8JG<:KJ F= @K� #E;@M@;L8C GIFA<:KJ :8E FM<II@;< JFD< F= K?<J< J<KK@E>J
@E K?< *IFA<:K -<KK@E>J� �8:BLG G8E< �J<:K@FE �����

.LIE FE 8LKFD8K@: 98:BLGJ �E89C<J K?< 8LKFD8K<; 98:BLG JPJK<D� #K @J 9<JK KF
C<8M< K?@J KLIE<; FE	 LEC<JJ =FI G<I=FID8E:< FI J<:LI@KP I<8JFEJ PFL N@J?
KF :FEKIFC K?< GIF:<JJD8EL8CCP� #E;@M@;L8C GIFA<:KJ :8E FGK FLK F= 98:BLGJ
@E *IFA<:K -<KK@E>J�

�8:B LG FE GIFA<:K FG<E 1?<E<M<I 8 GIFA<:K @J FG<E<;	 8 98:BLGN@CC 9< :I<8K<;
9<=FI< PFL :8E 9<>@E NFIB@E>� .?@J :8E JCFN ;FNE CF8; K@D<J N@K? C8I><
GIFA<:KJ	 9LK <EJLI<J PFL ?8M< 8 JE8GJ?FK F= ?FN K?@E>J N<I< 9<=FI< PFL
JK8IK<; 8 J<JJ@FE�

�8:B LG FE GIFA<:K :CFJ< 1?<E<M<I 8 GIFA<:K @J :CFJ<; �<@K?<I ;@I<:KCP FI M@8 8G

GC@:8K@FE J?LK;FNE�	 8 98:BLG N@CC 9< :I<8K<;� .?@J :8E JCFN ;FNE :CFJ<
K@D<J @E C8I>< GIFA<:KJ	 9LK <EJLI<J PFL ?8M< 8 JE8GJ?FK F= ?FN K?@E>JN<I<
N?<E PFL :FE:CL;<; 8 J<JJ@FE� 1?<E :FD9@E<; N@K? K?< 89FM< FGK@FE	
PFL N@CC ?8M< 8 :FDGC<K< 9<=FI<¾8=K<I G8@I =FI <8:? J<JJ@FE�

�8:B LG N@K? <8:? D8EL8C J8M< "8M< K?< JF=KN8I< :I<8K< 8 98:BLG :FGP N?<E

<M<I PFL D8EL8CCP J8M< 8 GIFA<:K N@K? ⌘S� .?@J 9<?8M@FLI N@CC EFK KI@>><I
N@K? K?< 8LKF
J8M< =<8KLI<�

�8:B LG 9<=FI< JPE:@E> N@K? DF9@C< ;<M@:<J 1?<E FG<E@E> 8E; JPE:@E>
:?8E><J D8;< N@K? -:I@M<E<I =FI @)-	 8 98:BLG N@CC 9< :I<8K<; ;@I<:KCP
GI@FI KF JPE:� .?@J 98:BLG N@CC :FEK8@E K?< GIFA<:K 8J @K JKFF; 9<=FI<
D<I>@E> @E K?< DF9@C< :?8E><J	 8J N<CC 8J K?< DF9@C< :?8E><J K?<DJ<CM<J�

��

888




���� �8:BLG

.?@J FGK@FE @J <E89C<; 9P ;<=8LCK	 9LK N@CC 9< F= EF @DG8:K KF PFL LEC<JJ
PFL NFIB N@K? -:I@M<E<I DF9@C<�

�FDGI<JJ 8LKFD8K@: 98:BLGJ 8J Q@G �C<J �JCFN<I� #= PFL 8I< JKFI@E> PFLI 98:B

LGJ FE 8 E<KNFIB ;I@M<	 FI #EK<IE<K JPE:?IFE@J<; J<IM@:< C@B<�IFG�FO	 K?@J
FGK@FEN@CC EFK FECP J8M< JG8:< 8E; I<;L:< ;8K8 LJ8>< N?<E LGCF8;@E>	 9LK
N@CC GIFK<:K K?< GIFA<:K =FID8K =IFD K?< JFIKJ F= ;8D8><J N?@:? :8E F::LI
N?<E CFKJ F= �C<J 8I< KI8EJ=<II<; FM<I K?< #EK<IE<K� "FN<M<I	 @K N@CC 8;

M<IJ<CP 8ē<:K K?< G<I=FID8E:< F= PFLI 98:BLGJ	 8J -:I@M<E<I EFK FECP ?8J
KF :FCC<:K 8E; 8JJ<D9C< 8 :FGP F= K?< GIFA<:K	 9LK :FDGI<JJ @K 8J N<CC	 9<

=FI< C<KK@E> PFL I<KLIE KF PFLI NFIB� 1@K? M<IP C8I>< GIFA<:KJ	 K?@J :8E K8B<
D8EP D@ELK<J KF :FDGC<K<	 8E; KLIE@E> @K Fē :8E J8M< 8 CFK F= K@D<�

�8:BLGJ K8B@E> CFE><I K?8E @K J<<DJ K?<P J?FLC;�

.?< LJ< F= 8C@8J<J FI JPD9FC@: C@EBJ @E K?< 9@E;<I	 GF@EK@E> KF I<JFLI:<J
JKFI<; <OK<IE8CCP =IFD K?< GIFA<:K	 :8E JCFN ;FNE Q@GG<; 98:BLG K@D<J
J@>E@�:8EKCP	 FE 8::FLEK F= ?FN K?<J< C@EBJ DLJK ?8M< K?<@I JFLI:< D8

K<I@8C <O:CL;<; =IFD K?< Q@GG<; 98:BLG� �@J89C@E> K?< Q@G FGK@FE N@CC 9<
K?< J@DGC<JK N8P KF 8MF@; K?< <OKI8 GIF:<JJ@E> @= PFL ;<G<E; LGFE C@EBJ�
#= PFL :8E ;F N@K?FLK K?<D	 PFL N@CC J<< 98:BLG G<I=FID8E:< @DGIFM<
=FI K?< GIFA<:K�

/J< ;8K< @E 98:BLG �C< E8D<J #E 8;;@K@FE KF 8 ELD9<I@E> KFB<E	 N?@:? -:I@M

<E<I LJ<J KF B<<G KI8:B F= K?< IFK8K@FE	 K?< ;8K< 8E; K@D< F= K?< 98:BLG
N@CC 9< @E:CL;<; @E K?< �C< E8D<	 D8B@E> @K <8J@<I KF JFIK 9P I<:<E:P @E K?<
 @E;<I� #K 8CJF D<8EJ <8:? 98:BLG �C<E8D< N@CC 9< LE@HL<	 N?@:? :FLC; 9<
F= LJ< N@K? 8E <OK<IE8C 98:BLG JPJK<D�

)ECP B<<G EDFJK I<:<EK 98:BLGJ .F 8MF@; K?< GIFC@=<I8K@FE F= ?LE;I<;J F=
98:BLGJ	 8 C@D@K<I @J <DGCFP<;� /J< K?@J FGK@FE KF ?8M< -:I@M<E<I I<JKI@:K
K?< ELD9<I F= 98:BLGJ KF 8 ;<�E<; 8DFLEK� )E:< K?@J 8DFLEK @J I<8:?<;	
@K N@CC I<DFM< K?< FC;<JK 98:BLG KF D8B< JG8:< =FI K?< E<N FE<� 3FL D8P
�E; K?@J E<<;J 8;ALJK@E> @= PFLI NFIB ?89@KJ :8LJ< 98:BLGJ KF FM<INI@K<
<8:? FK?<I KFF HL@:BCP� #KëJ ><E<I8CCP 8 >FF; @;<8 KF ?8M< K?I<< FI =FLI ;8PJ
F= 98:BLGJ 8M8@C89C<�

#= PFL NFLC; I8K?<I -:I@M<E<I E<M<I ;<C<K< FC; 98:BLGJ	 ;@J89C< K?<J< =<8

KLI< N@K? K?< :?<:B9FO�

�8:BLG CF:8K@FE �<K<ID@E<J K?< =FC;<I N?<I< 8LKFD8K@: 98:BLGJ N@CC 9<D8@E

K8@E<;� #= PFLNFLC; GI<=<I K?<J< 98:BLGJ 9< B<GK JFD<N?<I<DFI< M@J@9C<	
FI FE 8 JPE:?IFE@J<;	 <OK<IE8C ;I@M<	 FI J<:LI<; 8I<8	 :C@:B K?< Choose…
9LKKFE 8E; LJ< K?< =FC;<I E8M@>8KFI KF J<C<:K K?< ;<JK@E8K@FE =FC;<I� #= PFL

��



���� �8:BLG

:?FFJ< 8 CF:8K@FE K?8K C8K<I 9<:FD<J @EM8C@; �8 :FDDFE <O8DGC< @J <OK<I

E8C ;I@M<J�	 -:I@M<E<I N@CC @DD<;@8K<CP N8IE PFL 8J JFFE 8J @K KI@<J KF 98:B
8EPK?@E> LG�

�J 8 :FEM<E@<E:<	 PFL :8E HL@:BCP 8::<JJ K?< 98:BLG =FC;<I 9P :C@:B@E> K?<
Open backup folder… 9LKKFE�

,<KLIE KF :?8GK<I ⤴

��



���� �8:BLG

�FDGFJ@K@FE 'F;< �8:B;IFG �?FFJ< 8 98:B>IFLE; @D8>< =FI PFLI :FDGFJ@

K@FE <EM@IFED<EK	 I8K?<I K?8E K?< GC8@E 98:B>IFLE; :FCFLI� .?< @D8><
N@CC 9< JKI<K:?<; KF �K K?< J:I<<E 8J E<:<JJ8IP	 N@K?FLK ;@JKFIK@E> @KJ J?8G<�
.?@J =<8KLI< @J EFK :FDG8K@9C< N@K? *8>< 0@<N DF;<�

â (F 98:B;IFG� N@CC LJ< 8 JFC@; :FCFLI 8J JG<:@�<; @E K?< �GG<8I8E:<�
�FDGFJ@K@FE 'F;< GI<=<I<E:< G8E< �JL9J<:K@FE �������

â �?FFJ< =IFD ;@JB� :C@:B K?< Choose… 9LKKFE KF J<C<:K 8E @D8>< =IFD
PFLI :FDGLK<I� .?@J N@CC @DGFIK K?< @D8>< @EKF PFLI GIFA<:K J<KK@E>J	
C<8M@E> K?< FI@>@E8C =I<< KF 9< DFM<; FI I<E8D<;�

â /J< @D8>< =IFD GIFA<:K� 8 C@JK F= @D8>< I<JFLI:<J =FLE; N@K?@E K?<
GIFA<:K N@CC 9< C@JK<; @E K?@J ;IFG;FNE�

.F I<DFM< K?< 98:B;IFG @D8><	 J<C<:K K?< (F 98:B;IFG J<KK@E> 8E; :C@:B
K?< OK 9LKKFE�

 I<<=FID �FIB9F8I; 'F;< �8:B>IFLE;  FI 9<KK<I G<I=FID8E:<	 LJ< JD8CC<I	
K@C@E> K<OKLI<J I8K?<I K?8E C8I>< @D8><J� #= PFL @EK<E; KF LJ< 8 >I8G?@: K?8K
@J D<8EK KF 9< 8 JKIL:KLI< KF C8P FLK PFLI :8I;J LGFE	 PFL J?FLC; C<8M< 8
JD8CC 8DFLEK F= G8;;@E> 89FM< K?< =LE:K@FE8C G8IK F= K?< @D8><	 8J K?<
@D8>< N@CC JK8IK 8 9@K 89FM< K?< M@<N89C< 8I<8 F= K?< :FIB9F8I;� .?< @D8><
N@CC JK@CC K@C<	 JF PFL D8P 8CJF N8EK KF <EJLI< K?<I< @J <EFL>? G8;;@E> KF
K?< 9FKKFD 8E; I@>?K F= K?< =LE:K@FE8C 8I<8 KF GLJ? K?< K@C@E> <ē<:K FLK F=
M@<N�

â /J< ;<=8LCK 98:B>IFLE;� ;<=<IJ KF K?< ;<=8LCK J<KK@E> @E K?< �GG<8I

8E:<� �FIB9F8I;� �FCFIJ GI<=<I<E:< G8E< �J<:K@FE ������	 N?@:? :8E
<@K?<I 9< 8 JFC@; :FCFLI FI 8 K<OKLI< @D8><�

â �?FFJ< =IFD ;@JB� :C@:B K?< Choose… 9LKKFE KF J<C<:K 8E @D8>< =IFD
PFLI :FDGLK<I� .?@J N@CC @DGFIK K?< @D8>< @EKF PFLI GIFA<:K J<KK@E>J	
C<8M@E> K?< FI@>@E8C =I<< KF 9< DFM<; FI I<E8D<;�

C.9 Backup
#E K?@J G8E< PFL :8E FM<II@;< K?< >CF98C 8GGC@:8K@FE 98:BLG J<KK@E>J =FI K?@J
GIFA<:K� .?<J< J<KK@E>J N@CC EFK <E89C< 8LKFD8K@: 98:BLGJ @= K?<P ?8M< 9<<E ;@J

89C<; >CF98CCP	 K?<P N@CC D<I<CP DF;@=P N?8K J<KK@E>J 8CI<8;P <O@JK�

�O:CL;< =IFD 8LKFD8K@: 98:BLGJ 1?<E <E89C<;	 K?@J GIFA<:K N@CC EFK 9<
98:B<; LG 8LKFD8K@:8CCP LE;<I 8EP :@I:LDJK8E:<J� #K :8E JK@CC 9< 98:B<;
LG D8EL8CCP LJ@E> K?< D<EL :FDD8E;J =FLE; N@K?@E K?< File ▸Back Up ▸
JL9D<EL� K8B< :8I< KF ;F JF G<I@F;@:8CCP	 FI ?8M< 8EFK?<I 98:BLG IFLK@E<
@E GC8:< KF B<<G K?< :FEK<EKJ F= K?@J GIFA<:K GIFK<:K<;� .?@J FGK@FE :8E 9<
LJ<=LC =FI M<IP C8I>< GIFA<:KJ K8B< 8 CFE> K@D< KF 98:B LG�

��

888


888


888




���� �8:BLG

/J< :LJKFD 98:BLG =FC;<I =FI K?@J GIFA<:K .?@J :8E 9< LJ<=LC =FI :8J<J N?<I<
PFL N8EK KF B<<G K?< 98:BLGJ =FI K?@J GIFA<:K J<G8I8K< =IFD PFLI FK?<I
GIFA<:KJ� #= PFLëI< NFIB@E> @E 8 J<:LI<; <EM@IFED<EK	 PFL :FLC; :?FFJ< 8E
<E:IPGK<; ;@JB 8J K?< 98:BLG CF:8K@FE� )E:< <E89C<;	 :C@:B K?< Choose…
9LKKFE KF J<C<:K 8E 8CK<IE8K< =FC;<I =FI 98:B@E> LG K?@J GIFA<:K KF�

.?< Open backup folder… 9LKKFE N@CC I<M<8C K?@J GIFA<:KëJ 98:BLG =FC;<I @E
K?<  @E;<I�

�C@:B K?< Open Backup Preferences… 9LKKFE 8K K?< 9FKKFD F= K?@J G8E< KF CF8;
K?< >CF98C �8:BLG GI<=<I<E:< G8E< �J<:K@FE �����

���


