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Back-up. Back-up.  Who’s got the Back-up?

Backing up your files means making a spare copy of every file stored on your computer's hard drive which you have created or modified yourself. Backing up protects you from data loss in case your hard drive fails, and allows you to transfer old files to a new computer.


When should I back up? ... As a matter of routine, to protect yourself against accidental data loss, you should back up your files according to a regular schedule (e.g., every Friday afternoon). You may also choose to back up each file whenever you make changes to it. Before your computer is repaired or has new software installed. You must back up your files before any hardware or software repairs or upgrades can be performed. Before you get a new computer. If you are moving to a different computer, you must back up any files which need to be transferred to your new machine. All files left on the hard drive of your old computer will be lost.


Which files should I back up? ... You must back up all files which you have created or modified. Documents ... Back up all the documents you have created in the location called "My Documents" which includes "My Pictures", "My Music", etc. E-mail messages in Outlook Express or Outlook ... If you use Outlook Express or Outlook; your e-mail messages are stored on your hard drive and must be backed up. Internet Explorer favorites and/or Netscape bookmarks … To preserve your personal bookmarks, back up your Netscape bookmark file and/or your favorites list in Internet Explorer.


Where are my files? ... Sometimes a file may be saved in a stray area. Here are ways to check for files that may not be saved in your usual locations.


Using the programs to find files ... Open the program that you created the file in. Most programs have a list of the most recent files you have worked on. Go to the File Menu. At the bottom of the menu before Exit or Quit may be a list of recent documents. Select one of the recent documents. This should open the document. Go to File > Save As. Note the location in the Save in: field. Click Cancel. Exit the program. This is where your file was saved. Go to that location on your hard drive and see if any of your files are there.


Open the program that you created the file in. Create and save a new file. Note the location in the Save in: field. Click Cancel. Exit the program. This is the default or the last location that files were saved to. Go to that location on your hard drive and see if any of your files are there.


Where should I back up my files? ... Three different types of media are available for backing up. Depending on your situation, one media may be better than the others. The size of your back up folder, which media the computer can read and write to, and the need for portability are all factors in deciding which media is best. 


First, you should check the size your back up folder. Depending on the size and your choice of media, you may need to divide your back up folder into several parts to fit onto several media disks. You will be told the size in KBs, MBs, or GBs. Approximately 1000 KBs is 1 MB, and 1000 MB is 1 GB.


To check on a PC: Right-click on your back up folder. Select Properties in the menu that pops up. Look next to 'Size:' To check on a Mac: Click once on your back up folder. Select File>Get Info>General Information. Look next to 'Size:' 


There are three types of media acceptable for backing up your files: Floppy disk, CD, and USB drives. If you are moving from a Macintosh to a PC computer, CDs are not recommended.


Onto a Floppy Disk ... This is highly not recommended.  Not only will it take several floppies to create a back-up of your data, they are also unreliable.


Onto a CD ... The standard sizes are 650MB or 700MB. A CD can hold more than 700 times the amount of data that a floppy disk can hold. This is great way of keeping many large files together such as graphic files. This option is possible if your computer has a CD-RW drive. 
Onto a DVD ... The standard sizes are 4.7 GB up to 9.4 GB. A DVD can hold more than 7 times the amount of data that a CD can hold. This is great way of keeping many large files together such as graphic files. This option is possible if your computer has a DVD-RW drive.


Onto a USB drive ... There are sizes ranging from 128MB to 8GB. USB drives (sometimes referred to as keychain, flash, or thumb drives) are ideal for temporary, short-term data storage. They are not recommended for long-term archival or as your only copy of your backed-up files. You can use a USB drive if your computer has a USB port. The port may be in either the front of the back of your computer.

