
Tips, Tricks and Advice from your local “IT Guru” 

This month I want to talk to you about backups. Now that the dust has settled on the end of support for Windows 
XP, and hopefully you have all moved to a newer operating system, I thought it would be a good time to revisit 
the subject. What options are available for the slightly more modern versions of Windows, namely Windows 7 
and Windows 8? 

With both operating systems, I am assuming that you want a local backup, something that you can see and 
recover relatively easily. I am also assuming that you have a portable USB disk that you can leave plugged in. 
These are now so cheap that it really is the best way to make sure you have a backup of anything important. I 
would still recommend you use an off-site backup as well, something like Edrive or Carbonite. You could even 
use one of the ‘in the cloud’ drives such as Dropbox, One Drive, or Google Drive. Local backups are good, but 
what if someone breaks in and steals all of your kit? 

Let’s start with Windows 7. For some reason, unlike older versions of Windows, the ‘Backup and Restore’ option 
is hidden in the Control Panel. Once you have found it, click on the option to set up a backup and it will show you 
a list of your USB connected disks. As I said earlier, an external disk is best, but if you only have a very small 
amount of data then a USB memory stick will work just as well. Now, select what you want to back up. Usually 
you can leave it set at the default of “Let Windows decide”, but if you have specific folders then you can choose 
them as well. After you have decided what to backup, click ‘next’ to see a summary of your settings. By default, 
the backup will run every Sunday at 19:00, but by clicking “Change Schedule” you can pick a more convenient 
time. Just remember, the PC will need to be on. Once you click on ‘save settings’, the details will be saved and 
the backup will start. The first time you run a backup it could take a while, but subsequent backups only save files 
that have changed, so should be much quicker. Windows will manage the space that the backups take 
reasonably well, taking full backups periodically and creating multiple copies so you can go back several weeks 
or months, depending on your settings and the size of the disk. One thing to remember is that in order to 
maximise space, the backups are not stored in a format you can examine, so don’t expect to see anything 
resembling your files and folders on the backup disk.  

Windows 8 takes a completely different approach. It’s still in the Control Panel but ‘Backup and Restore’ has 
been renamed to ‘File History’. The big difference is that, rather than running a backup once a week (or whatever 
schedule you have set), ‘File History’ keeps multiple versions of any file you change. If you used a large enough 
backup disk, this means that you could potentially go back several months to restore a file. All this happens in the 
background, without you needing to have the computer on at a specific time. Also, the files are stored in a 
recognisable format, so you can go in and find the file that you are looking for, or at least make sure thing are 
being backed up as you expect them to be. To set up ‘File History’, select the option from the Control Panel: it will 
show a list of available drives and an option to turn it on. It’s as simple as that. As before, it is best to leave the 
settings in their default state. You can exclude folders and, by messing around with Libraries, add folders as well, 
but do try to keep things simple. As with Windows 7, the first time you set up ‘File History’ it may take some time, 
but after that you can forget about it. Windows will keep as many versions of the backed up files as possible on 
your backup disk until it’s full, and then it will start dropping of the older versions. 

Both of these solutions are far better than what was available in XP and Vista, and are further proof that 
upgrading to a more modern operating system is a good idea. 

If you have any questions or anything you would like me to cover in this column, email me at look@4-
11consultants.co.uk 

 David runs 4-11 Consultants, a local company specialising in home and small business computer problems and 
can be contacted on 01206736161 


