
BIS Help Guides

Backup your laptop using Time Machine
This tutorial shows you how to backup your laptop using Time Machine. Please visit the IT

Helpdesk as soon as possible if you are having issues setting this up. Failure to backup your
computer *will* result in data loss.
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Step 1 — Plugin your hard drive

If your cable looks similar to the one
in the picture, please ensure you
plugin the end circled in red



Step 2 — Open Time Machine preferences

Click on the 'Time Machine' icon,
which looks like a clock



Click on 'Open Time Machine
Preferences'


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Step 3 — Turn on Time Machine

Click on the 'OFF - ON' button and
ensure it is set to 'ON'



If you are not able to switch Time
Machine on, you must visit the IT
Helpdesk at once



Step 4 — Select the backup disk

Click on the disk you would like to
use to backup your laptop



Click on 'Use Disk' when you are
satisfied with your selection


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Step 5 — Check your settings

Once you are happy with your
settings, you can simply close this
window by clicking on the red cross
at the top left of the window



It will take your laptop a very long
time to backup the first time. We
recommend that you start the
process before you have dinner, or
before going to bed and leave it to
run. You can always click on the
'Time Machine' icon to check the
status of your backup (if it is rotating,
it means it is not yet done)



More information on Time Machine
from the Apple website here
http://support.apple.com/kb/ht1427


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