
Time Machine is software that will detect if you have an external hard drive attached to 
your computer, and it will offer to use that drive for automatic backups.  

The first time you use Time Machine to backup your hard drive it will probably take 
several hours.  It would be best if you started the process at a time when you know you 
will not be using your computer, such as overnight on a weekend.  

Although it is technically not necessary to close all applications during Time Machine 
backups, it's probably a good practice.  

Select any open application on your dock (the ones with a white dot) and press Command Q 
to quit the application.  In the picture below, Firefox, Excel, Address Book and iCal are 
running-Safari and Word are not.  

Make sure your computer and external hard drive are plugged into an electrical outlet 
(some of the newer hard drives do not require external power and get their power from 
your computer only).  Turn on the external drive (if it has a power button).  Connect the 
USB cable from the external hard drive to your computer.  After a few seconds, the 
following window will appear.  Press the Use as Backup Disk button.  

On the next window, press the Erase button.



Time Machine will automatically rename your external hard drive, and it will begin counting 
down prior to initiating the first backup.  



If you leave the window open, it will give you a progress bar indicating the cumulative size 
of the files that it is backing up.

Your very first backup will be very slow, and will take several hours.  Subsequent backups 
will usually only take a few minutes, depending on how many files you have changed on 
your computer.  

You will also see this Time Machine icon spinning on your menu bar while a backup is in 
progress.  

When your backup is finished, you can leave your external hard drive attached and running, 
or you can eject it (drag it to the trash to disconnect it or press Command E).  I usually turn 
mine on once a day or whenever I have made lots of changes on my computer and I want to 
make sure it is backed up right away.  If you do not disconnect your external hard drive, 
Time Machine will continue to make backups every hour of anything that has changed on 
your computer.  


