Remote Office:
1. For New Computers ONLY: Critical data on your own computer should be written to a CD. 
a. Insert a writable CD into your CD drive.

b. First move your data files, word documents, etc to My documents which are located on your desktop.

c. Go to Start – Programs – Sonic – Record now – Record now to start the CD Writer program.

d. Select Create a Data CD or Data Disc

e. Next Click add files and folders

f. The Top box where it states Look in click the drop down and choose My Documents this folder is located at the top of the drop down selection lists, underneath the Desktop Icon.

g. Select the folder where you placed your important documents during step 1a. And then click add.

h. Note in the top of the window it will tell you how much space was used, do not go over 799mb for any one CD. You may have to create multiple CD’s depending upon how much data you wish to save.

i. Once you have your data files and folders added, click Burn to CD.

2. Shut down all of the computers and printers then unplug them from the wall.

3. Move computers and equipment located on the 1st floor to the second floor.

4. Turn off Gas to the building if you have Natural Gas for heating the building.

5. Locate Emergency Power Shut off breaker and turn power off to the building when you make your final exit. 

