
Backing up your Computer Data 
 
There are 3 main ways to backup your computer. 
 
1 – IMAGE BACKUP. This is complete backup of the whole of windows and this  
      INCLUDES your data. This is frequently called an IMAGE backup. 
 
2 – DATA BACKUP. This saves your personal data.   
      By that I mean Documents, Pictures, Videos, Apps and Music etc. 
 
3 – SYNCING TYPE.  These work in the background and continuously update 
your file backups.  The “File History” App is used in Windows and "Time 
Machine" in Apple Macs 
      
You will rarely if ever use an image back up. 
If you are going to use Syncing then you can automatically save all your files and 
folders to The Cloud or to an external hard drive permanently connected to 
your computer.  You will need sufficient space in the Cloud. One drive only 
gives you 5 GB and Google Drive 15 GB but you will need more. I buy 100 extra 
GB for $3 to $4 per month. 
Your main computer drive is called the “C” drive and other drives will be given a 
number also. Below is an image of my hard drives (D and F) built in and 
permanently connected to my desktop computer. The Seagate Drive is 
connected via a USB socket . 

If you plug in a camera or a smart phone into your computer or laptop this will 
show as a drive also. 

 
However you can plug into a USB socket an external hard drive of say 2 TB. This 
is an enormous amount of data. 1 Terabyte (TB) equals 1,000 gigabytes (GB) 



or 1,000,000 (MB). 2 TB SSD drives used to be less than $100 but now the 
cheapest retail price is about $249 at Noel Leeming. There is a world wide short 
supply. However you can still buy then significantly cheaper on Trade Me. 
This one on Trade Me is $49 

 
 
 
 
 
 
 
 
 
 
 

Why do you need to backup all your data? If you don’t and your computer 
crashes or data is compromised by a virus you could lose everything you have on 
the computer; documents, pictures, videos in fact all your family data. This would 
be a disaster. 
Once you have connected the hard drive to you computer it is quite easy to copy 
your data across from the computer to the external Drive. When you done so 
label the external drive with the data transferred and the date. Later you can put 
the drive back into the computer and update it. 
I have opened “My PC” so I can see all my Libraries and resized it to half the 
scree and also opened The External Hard Drive and resized it so both are 
side by side on the monitor screen. I can now copy the data across from one 
drive to another. 

 
Suppose I wanted to copy my pictures from the “C” drive on the left to the 
external SSD (Solid state drive) on the right. 



On This PC, right click on Pictures to see the context menu. 
 
I have right clicked on Pictures and in 
the context menu which appears there 
are two arrows. One points at “Copy to 
folder” and the other points to just 
“Copy” 
 
You may not see “Copy to folder” for I 
have put it there with a small program 
which I can give to you. 
 
But you should all see “Copy” so click 
on this. 
 
Now activate the external hard drive by 
clicking on it and right click on an 
empty space and click Paste 
 
  

The data will start to copy across. Note don’t have another folder called “Pictures” on the 

SSD, if you do just change its name slightly for it may overwrite the other. I had one and 

called it “Pictures 1” 

 

 

The length of time it takes to copy will depend on how much data there is and the speed 

of your computer. The transfer process will show you. Eventually you will have a copy of 



your Pictures on the backup drive from the “C” drive. As well as copying libraries you 

can open a library on your “C” drive and copy and paste individual folders and files. If 

you want keep an earlier copy as I said above give it a slightly different name. 

 

The Copy to and Move folder options 

 

I find this very useful for if I am in the “C” drive I Right click on the Pictures in the “C” 

drive and click on Copy to folder option in the context menu. I see this. I can choose 

where to copy the Pictures to; i.e. the external hard drive. Click copy. 

 

 

 

These two options are extremely useful 

in moving and copying files and folders 

to anywhere within a drive. I use them 

most days. We can give you small file to 

do so. 

 

 

 

 

 

 

 

However there is this option in 

Microsoft’s Office Ribbon. 

And you can send folders and files 
easily to your External backup drive 

 

 

 

If you highlight 
a file or folder 
the two 
options 
become 
available. 
Click on either 
the Move to or 

Copy to 

DROP 

ARROWS 

 

 

 

 



Then a Context Menu appears and one of the options will be the external 
backup drive. 

 
 

Click in the drive and the file or 
folder will either copy there or 
move there. 
You must be using a Microsoft 
Office program to do this. 
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