
 
CREATING A TIME MACHINE BACKUP 

 
Time machine is an application built into every Apple computer that creates an exact 
copy of your internal hard drive to an external hard drive or flash drive.  
 
HOW TO SELECT A DRIVE  
 
When you plug in an external drive to a 
Mac for the first time you will get a pop-up 
window that asks if you would like to use 
the drive as a backup 
drive.   
 
 
Another option is selecting the external drive in Time Machine located in System 
Preferences  
System preferences can be located on the Dock and looks like a gear or under the 
Apple logo in the upper left corner of the display. 
 
 

In the system preferences window select 
Time Machine. 

 
When the Time Machine window opens 
select the Select Backup Disk button.  You 
can also check the box next to Show Time 
Machine status in menu bar.  The Time 
Machine shortcut will pop up in the menu bar. 

 



 
 

 
After clicking on the Select Backup Disk 
button a new window will open showing the 
available disks connected to the computer.  
Highlight the disk that you would like your 
computer to back up your information to and 
then select the Use Backup Disk button. 
 

 
HOW TO BACKUP 
 
After checking the box that says “Show 
Time Machine status in menu bar” an icon will appear on the menu bar located in the 
upper right side of your display.  By clicking this you can Back Up Now, Open the Time 
Machine Preferences page or Enter Time Machine and see your backups.   
 
Time Machine will automatically backup your data if you do not select the backup now 
option. For the first 24 hours, it will backup hourly, then daily backups for the next month 
and then weekly for previous months.  If the drive becomes full it will drop off the oldest 
drives. 
 
TIME MACHINE BACKUPS 
When you enter Time Machine, 
this is what it will look like.  You 
can scroll through your backups 
using the timeline on the far-
right side and restore from any 
of your backups. 
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