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Backing Up 
1 Many people store a lot of important information on their devices. If 

the worst was to happen to your device, how would you be able to 
access those files most important to you? 

In this guide we are going to explore what a data backup is and why 
you should do it. 

 

2 A data backup is copying data from one computer and storing it in a 
separate location to protect it in case of disaster, accident or malicious 
action.   

Performing a backup will take copies of your files (documents, pictures, 
contact list etc) and store them in a separate place where you can 
access them if the worst was to happen to your devices. 

This is not limited to Desktop and laptop computers. Mobile devices 
like your smartphone and tablet can also perform backups making sure 
that all your data is safe and secure.  

You can back up as often as you like – monthly, weekly or daily. But it’s 
common to make a large back-up of the entire system and your folders 
at the start and, after that, only back up those items that have changed 
since the last back-up. 
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3 There are several ways you can back up your files. Below are 3 popular 
ways people back up their devices. 

1. Cloud backup. This is where your files are stored on a separate 
server in a different location. This can be accessed by logging 
into your own online account. An example of cloud storage is 
Google Drive. You can access your files again any time from 
different devices, long as you have your password, and an 
internet connection.  

2. Hard drives/USB sticks. By doing this, you will have a physical 
copy on a drive that will need to be plugged into your machine 
in order to view the files. 

3. Print out physical copies of important documents or pictures. 
This is less secure as you cannot password protect your physical 
documents unless you put them in a safe.  
 
 

 

 

Question 

 

What does USB stand for? 
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4 How to use cloud storage 

There are some cloud backup programs out there that will make a copy 
of your whole device. Microsoft machines are automatically set up to 
use OneDrive as its main back up point. Apple devices will use iCloud.  

To check what cloud your device is backing up to, open your settings, 
search for back up using the search bar and click on Backup. You will be 
able to see what files are being saved. 

 

 

5 If you only want to save copies of a few files rather than everything on 
the whole device, you can use personal cloud services such as Google 
Drive. If you have a Gmail account, you have access to 15GB of online 
storage for free. 

Note: If you are using a Mobile Device, it is best to install the Google 
Drive App first as the app has been designed to work better than the 
browser. You can download this like any other app you add to your 
phone or tablet. 

 

 

 

 

 

6 To Upload a file to Google Drive, you need to click on the New button 
once, once you have opened Google drive. 

If you are on a mobile device, this may look like a Plus symbol. 

A separate box will appear with a list of options.  
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7 Select File Upload for single files and Folder Upload to upload all the 
files that are stored in the pre-existing folders.  

A separate box will open allowing you to choose the Files or Folders 
you want to make a copy off. Once you have chosen, click Open. 

Your selected files will then be uploaded onto Google Drive.  

Remember: these files can be accessed from any device using your 
Gmail email and password  

 

 

8 How to use External Hard drives 

When choosing an external hard drive, it is best to try and get one with 
double the storage space as your computer, so you have room for 
multiple backups. They connect to your device via the USB ports on the 
side. 

File History backs up all the folders that are assigned to your user 
account. These include your desktop, documents, downloads, music, 
pictures, and a few other folders. Most importantly, File History 
monitors these folders for changes and automatically backs up any files 
that have been added or modified. 
 
To set up and enable File History: 

Go to Settings and search for Backup. Then select Add a drive to select 
the drive you want to use for File History’s backups.  
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9 Click More options.  

Here you can start a backup, change when your files are backed up, 
select how long to keep backed up files, add or exclude a folder, or 
switch File History to a different drive. 

By default, File History creates backups of your files once an hour, but if 
you want it to start straight away then you can just click the button 
marked Back Up Now. 

Making regular backups of all your files can take up a lot of space on 
your external hard drive so there’s a second pull-down menu that tells 
File History how long it should keep all those backups. The default 
option is to keep them forever, but you can change this from one 
month to two years if you want. You can also tell Windows 10 to delete 
older backups automatically, which will prevent your hard drive from 
filling up too quickly.  
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10 USB storage devices are designed to store smaller amounts of 
information like Google Drive. Before you save any sensitive 
information on your USB, make sure to encrypt the drive so the data is 
protected even if it gets lost. 

We aren’t going to go into encrypting data today, but we can let you 
know how to do this if you need to know. You can buy USB sticks that 
come with encryption built in, such as a finger print reader.  

How to use a USB  

Firstly, you need to insert the memory stick into a USB connection port 
on your PC or laptop. Most USB connection ports can be found on the 
side of PCs. 

Once the device is plugged in, click the Windows icon at the bottom 
left-hand side of the screen and open File Explore  

 

Once you hit File Explorer click on This PC to see your USB Drive folder.  
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11 You can now save or copy files to your USB memory stick in exactly the 
same way you would do to your hard drive. When you save a document 
make sure you save it to your USB Drive. 

 

If you unplug any storage device or removable drive from your 
computer while it's transferring or saving information, you could lose 
data. To avoid this, make sure that when you unplug your memory 
stick, the computer has finished saving any information to it.  

If your memory stick has a small light that shows when it's in use, wait 
a few seconds after the light has finished flashing before unplugging it.  

You can also check by looking for the 'Safely Remove Hardware and 
Eject Media' icon near the bottom right of your screen. This is an 
indication that your devices have finished all operations in progress and 
are ready to be removed.  

 

To safely remove your USB drive, right click on the USB drive you want 
to remove and click on eject. You will get a notification saying it is safe 
to remove hard drive.  
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12 For more information about backing up your files, go to GCF Global. 

Their guide about bringing your files with you gives another insight on 
why it is important to do regular backups just in case the worst 
happens to your device. 

https://edu.gcfglobal.org/en/computerbasics/bringing-your-files-with-
you/1/  

We also recommend Learn my way if you want to learn more about 
how to save documents and back them up.  

https://www.learnmyway.com/ 

 

Here are some ideal and trusted places you can buy devices to back up your 
data and files: 

Google drive: The prices and amount of storage is listed on the right-hand 
side in the picture. Google drive is brilliant and can easily be transported 
from different devices. 

DropBox: https://www.dropbox.com/ DropBox is another good option. 
DropBox gives you the ability to easily save and share files. For further 
information follow the URL link above. 

USB Pen Drives: USB’s are still very much useful, They are compact and 
easy to take around with you. The pen drives come with different storage 
sizes so it’s important to choose one with enough storage.  

https://www.amazon.co.uk/USB-Memory-Sticks/s?k=USB+Memory+Sticks  

 

 


