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The Basics
What is backing-up?

Why it’s important to backup your device

What are the options available for backing up?
The main choice to make is whether to store a copy of your files on a physical device 
(e.g. a CD, flash drive or another computer) or store your files online.  This is known as 
storing things in “the cloud”.  Just think of it as “online storage”.    

 Making a physical backup is a pretty straightforward process that most people who 
are reasonably happy with computers can manage.  You can also store a large number of 
files quite cheaply because the storage devices aren’t that expensive.  For example, you can 
get a 64GB flash drive for around £10 – enough for most people.  The big downside of a 
physical backup is that you could lose it (especially tiny USB flash drives) or it could get 
damaged (e.g. CDs scratch easily).  And even if you tuck it away somewhere safe in your 
house it could be stolen or destroyed in a fire.

 The big advantage of a cloud backup is that you can’t break or lose it – the companies 
who offer cloud services have safety mechanisms in place to make sure the files are 
stored safely.  The big disadvantage is that how much you can store on the cloud is pretty 
limited.  Different companies offer different amounts of free storage, usually between 5 
and 15GB.  Not that much if you have quite a few photos.  If you need more storage than 
the free allowance you have to pay a monthly fee for it.  This can range from as little as £1 
per month to around £10 per month.  Another disadvantage is that if you’ve got a rubbish 
internet connection it can take hours or even days to send the files to the cloud.  And 
finally, it can be a bit of a fiddle to use.

 If you want to be really careful you’d use both a physical backup and a cloud backup – 
that way if there’s a problem with one backup you’ve still got a second copy.   
It’s up to you though – it really depends how important the files on your device are.

Backing-up your device simply means making a copy of the files on it (photos, letters, 
spreadsheets etc).

There are a couple of reasons why it’s a good idea to have a copy of all your files:

1) Your device might be stolen.

2) You might simply lose it (especially a mobile phone).

3) You might break it, e.g. by dropping it or spilling a cup of tea over it.

4) Your device might be taken over by ransomware and you can’t access any of your files.

5) You might accidentally delete a file or save over something you didn’t mean to and 
want to get the original back.

If you don’t make a copy of your files they’ll be lost forever if any of these things happen.  
Of course if you don’t have anything important on your device you don’t need to back it 
up.  But if you’d hate to lose the family photos on it or the memoir you’ve started writing 
then it’s a good idea to make a copy of them.

Storage is usually 
measured in 
gigabytes (GB) 
– there are 1000 
megabytes (MB) 
in a gigabyte and 
1000 kilobytes 
(KB) in a 
megabyte.  Text 
doesn’t take up 
much storage 
space, so an 
email without 
any attachments 
will only be a 
few kilobytes.  
But a 2-minute 
video could be a 
couple of hundred 
megabytes.
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Cloud backup vs ‘syncing’

How does cloud storage work?

One thing it’s important to point out is that making a cloud backup is different from 
‘syncing’ (synchronising) files with the cloud.  It’s a common source of confusion, so let 
me explain the difference...  

 When you ‘sync’ your contacts, photos, documents or whatever with the cloud, they’re  
stored online (just like your emails are).  By keeping that stuff online, you can get at it 
from any device.  This is pretty handy if you use, say, a tablet and a phone – you don’t 
have to fiddle about trying to move files from one to the other.

 But syncing doesn’t make a separate online copy – any changes you make on your 
device also affect what’s stored on the cloud.  For example, if you delete a photo from your 
device it’ll delete the cloud copy (and the copy on any other device that’s synced too).  Or 
if you change a spreadsheet on your device, the copy on the cloud and any other synced 
devices will be updated to match.

 A cloud backup on the other hand is a completely separate copy – a snapshot of what’s 
on your device when the backup was taken.  Any changes you make on your device don’t 
affect the copies.   

 So having your device ‘synced’ to the cloud is a backup of sorts.  If you lose or break 
your device or it’s stolen by some rotter, all your files are safely on the cloud so you can 
copy them to a new device.  

 But if you accidentally save over a document you didn’t mean to, you won’t be able 
to get the original back.  And if you delete a photo or contact from your device, it’ll 
be deleted from the cloud too.  So it doesn’t work as a backup in those circumstances.  
Having said that, on some devices anything you delete is kept in a “recently deleted” 
folder or a “trash” area for a few days before it’s really deleted.  So if you realise quickly 
enough you might be able to get it back.

If you’re not interested in cloud storage you can skip this page, but if you are interested it’s 
worth understanding a bit about how it works.  Storing your files in “the cloud” sounds 
a bit mysterious, but it’s actually quite a straightforward concept once you get your head 
around the jargon.

 Lots of companies offer cloud storage services (e.g. Google, Apple and Microsoft).  
What happens is that you send your files over the internet to whichever company you’ve 
chosen to use.  The information travels from your computer, phone or laptop to them 
over the internet.  Just like when you send an email to someone.

 The company then stores your files on special computers in their data centres.   
The data centres might be in the same country as you, but they could be anywhere in  
the world really.  These data centres are connected to the internet all the time, so you  
can access the files you’ve stored there from any device with an internet connection.   
So a more accurate description of it would be “data centre storage with internet access”, 
but that doesn’t have quite the same ring to it as “cloud storage”.  

 Cloud storage is actually nothing new.  Your emails are stored in the cloud, i.e. in the 
data centres owned by your email provider, and you access them by connecting to the 
data centres via the internet.  But for some reason “cloud” storage is the new buzz word 
for this sort of thing.
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Physical Backup &  
Cloud Backup Overview

Physical backups

Cloud backups

On a computer

If you want to make a physical backup of the files on your computer there are 
three types of storage you can use:

Here are the main cloud storage services available:

1) iCloud – This is Apple’s cloud service for iPhones & iPads.  You get 5GB of free storage.  
If you need more space the next step up is 50GB, which costs 79p per month.

2) Google Drive – This is Google’s cloud service.  You can use it on any device – a 
computer, iPad, Android phone etc.  You get 15GB of free storage.  If you need more 
the next step up is 100GB, which costs £1.59 per month.

3) OneDrive – This is Microsoft’s cloud service.  You can use it on any device – a 
computer, iPad, Android phone etc.  You get 5GB of free storage.  If you need more 
space the next step up is 50GB, which costs £1.99 per month.

4) Dropbox – This is a popular independent cloud service, but you only get 2GB of 
storage for free. 

You can take advantage of the free storage allowance on all of them if you want to, but it’s 
best to stick to just one to start with.

Here are your options if you want to do a physical backup:

On a phone or tablet

To make a physical backup of the files on your phone or tablet, you need a computer.   
You just copy the files from the device onto the computer and the copy stored on the 
computer counts as the backup.  (If you don’t have a computer, you could borrow a friend’s 
computer and then once the files are copied onto it, transfer them to a flash drive to take 
home with you).

1) Flash drive (also called a memory stick).  These dinky little things can store a lot of 
information and they plug into a USB port, which all computers have.  You can buy 
flash drives with different capacities – anything from about 4 GB, which could hold a 
few hundred photos, to about 64 GB, which could hold quite a few high quality video 
clips or thousands of photos.  For most people these are the best option.

2) CD or DVD.  Most modern PCs can write CDs and sometimes DVDs as well.   
CDs have a capacity of about 700 MB (roughly 0.7 GB), which would hold a few dozen 
high resolution photos or hundreds of low resolution ones.  DVDs hold a lot more – 
about 4.5 GB, similar to the smaller USB flash drives.  You can buy writable versions 
or rewritable versions.  With rewritable discs you can change what’s stored on them as 
many times as you like.  Writable discs are normally single use.  But confusingly you 
can make them work like rewritable discs if you format them in the right way.

3) Removable hard drive (also known as plug-in hard drives or portable hard drives).  
These can store huge amounts of data.  At the moment they range from about 500 GB 
to 1 or 2 TB (1 or 2000 GB).  

Writable versions 
are called CD-R 
or DVD-R.  
Rewritable 
versions are called 
CD-RW or DVD-
RW.

A plug in hard 
drive is a good 
choice if you have 
a top of the range 
camera or want 
to store video 
camera files.
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How to Make a Physical 
Backup on a Computer

5 Paste the files in (e.g. by right clicking and selecting 
“Paste” in the menu that pops up).

6 Next time you plug 
the memory stick in 
to do another backup, 
it’ll automatically open 
File Explorer.

2 Plug your flash drive into one of the spare USB ports on your computer.  A little box 
will pop up at the bottom right of your screen asking you to choose what happens 
with removable drives:

Like a flash drive, 
a removable hard 
drive will usually 
be given the letter 
E: or F: or G:

1 Find the files you want to back up and copy them (e.g. by right-clicking on them and 
selecting “copy” in the menu that pops up).

Using a flash drive (also called a memory stick)

Using a removable/plug-in hard drive
Removable, portable or plug-in hard drives are little boxes that contain a hard drive, much 
like the one inside your computer.  They plug in with a cable to one of the USB ports on 
your PC.  Using these to back up is exactly like using a flash drive: 
1 Find the files you want to back up and copy them.

2 Plug it in to a USB port.

3 Click anywhere on the first box that pops up. 

4 Click “Open folder to view files” on the second box. 

5 Paste the files in.

6 Next time you plug the drive in to do another backup, it’ll automatically open File 
Explorer, ready for you to paste the new files in.

Flash drives are these little gadgets.  
They plug into any of the USB ports on your 
computer.  Modern computers have at least 2 
USB ports, either in a panel on the front of the 
PC, or round the back with the other cables.  
On a laptop they’ll be on the side.

Don’t remove the 
flash drive from 
your computer 
till you’re sure the 
PC has finished 
copying the files.

If the box doesn’t 
pop up or it 
disappears before 
you can click on 
it, just open File 
Explorer and click 
on the device.  It’ll 
usually be drive E: 
or F: or G:

Some flash drives can be locked to 
make sure files can’t accidentally be 
deleted.  Make sure the little switch is 
set to the unlocked padlock symbol, 
or you won’t be able to write to it.

3 Click on the box and a window like 
this will appear:

4 Click “Open folder to view files” from the list, 
which opens File Explorer.
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DVDs work in 
exactly the same 
way as CDs for 
backups, but they 
can store more 
information. If 
you want to use 
a DVD, make 
sure your drive is 
capable of writing 
DVDs – not all 
are.

During the process of copying the files onto the disc you get a choice whether to use the 
disc like “normal”, or use the disc like a flash drive.  If you choose to use it like normal you 
can’t change anything on this disc after you’ve finished – no deleting old junk from it.   
If you choose to use the disc like a flash drive, you can add more files (if there’s enough 
room) or delete old ones.  
 I’d recommend using a common-or-garden writable CD or DVD (you can get what are 
called re-writable discs, but they’re more expensive and are no better for backups).    

2 Put the CD (or DVD) in the CD (or DVD) drive 
and close it.  A box will pop up asking you what 
you want to do – click on that then in the next 
box click on “Burn files to disc”.

  If you’re using it like a flash drive the files will 
copy straight onto the disk.  If you’re using it as 
a permanent CD, once you’ve pasted the files, 

...then it’ll pop up 
another box asking you 
to choose what you want 
to do.  Click on the box 
and then in the next box 
that appears click “Open 
folder to view files”.

4a If you choose to use it 
like a flash drive, you’ll 
have an extra step here – 
it’ll first start formatting 
the CD or DVD: 

3 You’ll now get the option  
to give the CD a name. 
You can also choose whether 
to use the CD like “normal” 
(permanent) or like a flash 
drive (rewritable):

4b Whichever option you chose in Step 3, a window will 
now open that you can paste files into:

Right-click here & 
choose “Paste” to paste 
in the files you copied.

you’ll need to tell 
the PC to go ahead – 
click on “Share”  
then “Burn to disc”.

1 Find the files you want to back up and copy them.

Using a CD or DVD

If you need to get your files back
To get your files back, you copy them from your backup and paste them onto your computer:
1) Put the memory stick/portable hard drive/CD etc. in your computer.
2) Open File Explorer and find the files you want. 
3) Select them and then copy them (use ctrl + C or right click and select copy).
4) Navigate (ie move) to the place on your computer (for example Documents) where you 

want to put the files.
5) Paste the files in (my favourite method is ctrl + V).
That’s it – your files will be copied over.  It might take a while if there are a lot.

Another tip: 
ALWAYS check 
your backup after 
you’ve created 
it – view the 
disk drive in File 
Explorer and 
check all your 
files are there.  
Try opening one 
to make sure.
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How to Make a Physical 
Backup on a Phone or Tablet

1) Plug the power cable into your phone or tablet and plug the USB end into your 
computer’s USB port.  Your device needs to be turned on and unlocked.

If you’ve got a computer, you can use the computer as backup storage in case something 
goes wrong with your phone or tablet and you lose your files.   
 How you copy files to your computer is pretty much the same with all phones and 
tablets.  You just need your device’s power cable.  If you pull the plug from the end of the 
power cable, it should reveal a USB connector, and that’s what you plug into the computer.
Here’s exactly what to do:

folder.  (If you’ve got an iPhone or iPad the 
DCIM folder is the only one you’ll see.)  

7) Select the files that you want to copy to your 
computer.  Then right-click on the selection 
and choose “Copy” from the menu that pops 
up.  (You can copy whole folders instead of 
individual files if you want to.)  

8) It’s a good idea to create a new folder on your 
computer to store the copies in.  Give it a 
sensible name, e.g. “Photos-December-17”.

9) Open the folder, then right-click on a blank 

and it seems to be empty, you need to give your device permission to connect to the 
computer.  There should be a message on your device’s screen asking if it’s OK.  Tap 
“allow”.  Or if it says “Charging, touch for more options”, tap the message and choose 
“transferring media files” from the list. 

6) Next you’ll see some folders.  Look carefully for the one that contains the files you 
want.  Open each one and close it again if it helps.  Photos are usually in the “DCIM” 

3) You should now see, on the left, a list of things that 
are stored on your computer, plus anything else that’s 
plugged into your computer, like memory cards.  In 
the list under “This PC” you should see your phone 
or tablet.  It might have a name that you gave it when 
you first started it up (like “Tim’s iPhone”) or it might 
just say “Galaxy” or something simple.

4) When you’ve found it, double-click on the icon to 
open it and see what’s stored on your device.  

5) If you can’t see your device, or you’ve clicked on it 

2) On the computer, click on the 
file explorer icon on the taskbar 
at the bottom of the screen.

If you want to 
copy a group of 
files, select them 
all by clicking 
on the first one, 
holding down 
shift and then 
clicking on the 
last one. area and choose “Paste”.  Your files will automatically start appearing in the folder.

10) If you need to put the files back you just do the process in reverse.  This only works 
for Android devices though.  Connect your device to your computer, copy the files 
from your computer and paste them into the right folder on your phone or tablet.   
(If you’ve got an iPad or iPhone you can put them back using the iCloud website –  
get in touch with us if you need to do this.)

If your device 
has an SD card 
for extra storage, 
you might need 
to choose whether 
to look at what’s 
on the card or the 
device.
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How to Make a Cloud 
Backup on a Computer

You get 5GB 
of free storage 
with OneDrive 
and 15GB with 
Google Drive.

How do I use OneDrive?
If you want to use OneDrive to back up your files, you can either use it via the  
website onedrive.live.com or via a special app that comes with Windows 10 computers.  
You need a Microsoft account to use OneDrive.  When you set up your computer, you 
might have already created a Microsoft account, or signed in with one you already had.  
If you don’t have one yet, you can set one up at account.microsoft.com/account.

It’s free to set 
up a Microsoft 
account.

Choosing a cloud services provider
If you have a computer you’ve got quite a lot of providers to choose from.   
I’d recommend using either OneDrive or Google Drive.  I’ll cover OneDrive on 
the next two pages – see page 9 for Google Drive.

1) Open your web browser (e.g. Edge or Chrome) and type in the website address 
onedrive.live.com

2) Click where it says “Sign in” and sign in with your Microsoft account details.
3) Here’s an example of how OneDrive looks with a few files in:

Individual files are listed next. 
Click once to open one. 

Click on these titles 
to see different 
groups of files.

4) To back up a file or folder you need to upload it (i.e. send a copy) to OneDrive.   
Click on the “Upload” button at the top.  Choose whether you want to upload a file or 
folder from the pop-up menu.  Browse through your computer’s folders, to find the file 
or folder you want to upload, then click on it.  Finally, click on “Open” at the bottom.   
A little message will pop up at the top right to tell you when it’s finished uploading.

5) If you need to get a file or folder back you just download a copy onto your computer.  
Right click on the one you want and some options will pop up.  Click on “Download”.  
It will appear in the “Downloads” folder in File Explorer, and you can move it to 
whichever folder you like from there.

Using OneDrive on the websiteThe OneDrive 
website also has 
some (free) Office 
programs that 
you can use to 
create documents 
online (Word, 
Excel, etc).

Click here to create 
a new folder or a 
new document using 
Microsoft programs.

Your folders are listed first. 
Click once to open one. 

Large files can 
take quite a 
while to upload.
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Using OneDrive via the app
Setting up the OneDrive app 
1) Open the OneDrive app by searching for “OneDrive” using the search box on the taskbar.
2) Sign-in using your Microsoft account details.
3) On the next screen, it’ll give you the option to change where your OneDrive folder is on 

your computer.  The default choice is fine, so just click “Next” at the bottom.

7) These folders are “synced” to OneDrive.  
This means that anything you save into 
one of these folders will be automatically 
backed up to OneDrive.  And you’ll be able 
to see anything you’ve added to OneDrive 
from elsewhere (e.g. from a tablet) in these 
folders.  

8) The OneDrive folders are different from 
your normal folders (i.e. “Documents”, 
“Pictures” etc.) – don’t get them confused.

If you find backing 
up using the 
OneDrive folders 
in File Explorer 
confusing, you can 
just use the website 
instead.

Backing up your files
1) All you need to do to back up your files is copy them and paste them into the 

OneDrive folder.  For example, if it’s a letter you might copy it from your  
Documents folder and paste it into your OneDrive Documents folder. 

2)  A blue arrow symbol will appear on the file or folder, which just means it’s 
being copied to OneDrive.  When it’s finished it’ll turn into a green tick.

3) You can save files directly to the OneDrive folders, but I wouldn’t recommend it 
because if you accidentally delete something from a OneDrive folder it’ll also delete it 
from the online backup.  Save it in the place you normally do, then copy it into  
the OneDrive folder to back it up. 

If you need to get your files back
If you accidentally delete or save over a file you’ve backed up, you can just copy it from the 
OneDrive folder and paste it back to its normal place again (e.g. the normal Documents 
folder).
If you can’t get to the OneDrive folders for some reason then you need to use the website to 
retrieve your files.

4) You might get an advert for their Premium 
service at some point – just click the option 
that says something like “Not now” or  
“No thanks”.

5) Finally it’ll run through a few screens of 
information, and at the end there will be 
somewhere you can click to “Open my 
OneDrive Folder” or “Get Started”. 

6) File Explorer will then open and you’ll 
notice that there are some new folders under 
the OneDrive folder (click the little arrow 
next to “OneDrive” if you can’t see them).  
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How do I use Google Drive?
If you want to use Google Drive to back up your files, you can either use it via the  
website drive.google.com or via a special app that you download onto your computer.   
You need a Google account to use Google Drive.  If you have a gmail email address then  
you already have a Google account – just use the same email address and password.   
If you don’t have an account yet, you can set one up for free at accounts.google.com/SignUp

1) Open your web browser (e.g. Edge or Chrome) and type in the website address 
drive.google.com

2) Sign in with your Google account details.
3) Here’s an example of how Google Drive looks with a few files in:

1) Google make an app called “Backup and sync” that you can download and install 
on your computer.

2) This allows you to synchronise a folder on your computer to Google Drive – 
anything you put into the folder will automatically be uploaded to the website for 
safe keeping.

3) It’s a little bit more complicated to set up than OneDrive, but if you want to try it 
let us know and we’ll talk you through it.

Using Google Drive on the website

Using Google Drive via the app

4) To back up a file or folder you need to upload it (i.e. send a copy) to Google Drive.   
Click on the “New” button at the top.  Choose whether you want to upload a file or 
folder from the pop-up menu.  Browse through your computer’s folders, to find the file 
or folder you want to upload, then click on it.  Finally, click on “Open” at the bottom.   
A progress box will pop up at the bottom right to tell you when it’s finished uploading.

5) If you need to get a file or folder back you just download a copy onto your computer.  
Right click on the one you want and some options will pop up.  Click on “Download”.  
It will appear in the “Downloads” folder in File Explorer, and you can move it to 
whichever folder you like from there.

The Google Drive 
website also 
has some (free) 
programs that you 
can use to create 
word documents 
and spreadsheets 
online.

Your folders and files 
are listed below. Double 
click one to open it. 

At the top will be shortcuts 
to files you’ve recently 
opened.  Double click one 
to open it.

Click on 
these titles to 
see different 
groups of 
files.

Click here to 
create a new 
folder or a 
new document 
using the free 
programs.

Large files can 
take quite a 
while to upload.
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iPhones and iPads

How to Make a Cloud 
Backup on a Phone or Tablet

You could use any of the cloud storage services on your iPhone or iPad, but they have a 
built in service run by Apple called iCloud, so you might as well use that.  
 You get 5GB of storage for free with iCloud, but have to pay a monthly fee if you need 
more than this.  You need an Apple ID to use it.  There are two main parts to iCloud:  

1) Syncing your photos and app data to iCloud.  A copy of your files will be saved to the 
cloud, which serves as a backup if you break or lose your device.  Don’t forget that 
syncing your files with the cloud isn’t a backup if you accidentally delete something 
or save over it (see page 2 for more about this).  Having said that, any photo you 
accidentally delete will be moved to the “Recently Deleted” album in the Photos app for 
30 days before it really is deleted.  So if you realise straight away you can get it back by 
going to the album, tapping on the photo and then on “Recover”.

2) Backing up other app data and your device’s settings to iCloud.

If you don’t have 
an Apple ID, you 
can create one at 
appleid.apple.com

You’ll also get a 
message about 
Find my iPhone – 
just tap “OK”.

1) Open the Settings app.  If you see this message 
in the top left, you’re not signed in.  (On older 
iPads, tap on “iCloud” on the left hand side 
and look for a sign-in box.)  If it has your name 
at the top instead, you’re signed in – go straight 
to point 4. 

2) Tap where it says “Sign in” and type in your Apple ID email address and password.
3) A box might pop up asking if you want to merge your data with iCloud.   

Tap “Merge”.
4) Once it’s verified your Apple ID, tap on 

“iCloud” and you’ll see a screen where you 
can choose which apps to sync.  Turn on all 
the ones that you use and have data in.  For 
example, if you’ve got phone numbers stored 
in the Contacts app, turn that one on.

5) If you want to sync your photos, it’s not 
enough for it say “on” here.  Tap on “Photos” 
and make sure “iCloud Photo Library” or just 
“iCloud Photos” is on.

6) You’ll notice that not all your apps are in this 
list – these are just the ones that you can sync 
with iCloud.  Confusingly, other apps have to 
be backed up in a different way (see the next 
page for more).

       Turning on/checking iCloud sync is turned on:

If you’re signed in to your iPhone or iPad with an Apple ID, iCloud is automatically turned 
on.  It’s only turned off if there’s no account linked to the device.  Here’s how to check:

1

The Settings app 
looks like this:
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On an older iPad 
or iPhone, tap on 
“iCloud” on the 
left hand side.

If you need to get your files back

If you lose or break your phone or iPad and have to get a new one, you can get all your 
files back when you set the new one up:

If you decide to buy a new device that isn’t made by Apple it’s a bit more complicated – 
get in touch with us and we’ll help you get the files back.

     Turning on the backup for other apps and device settings:

This backs up your iPhone or iPad’s settings, as well as data stored in non-Apple apps, 
like Facebook or the Kindle app:

1) Open the Settings app and tap on your name at 
the top and then “iCloud”.

2) Swipe up until you get to “iCloud Backup” and 
tap on that.

3) On the next screen, make sure “iCloud Backup” 
is turned on.  Then your phone will back up 
once a day.  Be careful, though.  The automatic 
back up will only happen if your phone is 
turned on but locked (i.e. not in use), connected 
to wi-fi and plugged in to the power.

4) You can do a manual back-up whenever you 
like though, by tapping here. 

1) During the setup process you’ll 
be asked to sign in with your 
Apple ID.  Make sure you sign in 
with the same one you were using 
on your old device.

2) You’ll also see a screen like this 
one at some point.  Tap “Restore 
from iCloud Backup”. 

3) It’ll then ask you to choose a 
backup – just tap on the most 
recent one. 

4) It’ll then put everything that you 
had backed up or synced onto 
your new device.  It can take a 
long time if you’ve a lot of data 
and apps.

2
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You could use any of the cloud storage services on your Android device, but Android is 
made by Google, so it makes sense to use Google’s cloud service.
 You get 15GB of storage for free from Google, but have to pay a monthly fee if you need 
more than this.  You need a Google account to use it.  There are three main parts to it:  
1) Syncing your app data to Google Drive.  A copy of your files will be saved to the cloud, 

which serves as a backup if you break or lose your device.  Don’t forget that syncing 
your files with the cloud isn’t a backup if you accidentally delete something or save over 
it (see page 2 for more about this).     

2) Syncing your photos to Google Photos.  A copy of your photos will be saved to the 
cloud, which serves as a backup if you break or lose your device.  Again – don’t forget 
that syncing your photos with the cloud isn’t a backup if you accidentally delete 
something or save over it.  Having said that, any photo you accidentally delete will 
be moved to the “bin” for 60 days before it really is deleted.  So if you realise straight 
away you can get it back.  Tap on the menu icon at the top left of the app, then on “Bin”.  
Open the photo, tap on the “more options” icon at the top right, then on “Restore”. 

3) Backing up other app data and your device’s settings to iCloud.

Android phones and tablets

      Turning on auto sync on an Android phone or tablet:
Before you can sync data with your Google account, you need to link the account to your 
phone or tablet.  Here’s how to check your accounts:
1) Open the Settings app and tap on “Accounts”, 

“Cloud and Accounts” or something similar.   
If “Google” is in your accounts list, you’ve got 
an account set up.  If not, tap on “Add account” 
to sign in with an existing Google account or 
create a new one.

2) To choose which apps are syncing with your 
Google account, tap on “Google” to open this 
screen.  You might need to tap on “Account 
sync” or something similar before you can see 
this list:

In this list, turn on sync for 
all the apps that you use 
and have data in.  You won’t 
find the photos app in here – 
Google has a different system 
for dealing with photos.  

1

The Settings app 
looks like this:

3) If there aren’t any switches on the right hand side of this list, that means “auto sync” is 
turned off.  To turn it on, go back to your main accounts list – the screen like this:

4) At the bottom of the list look for a switch like this one and turn it on: 

If you just get a list of accounts without any other options on the screen, tap on the 
three dots or “More” in the top right.  Turn on “Auto sync” from there.
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If you need to get your files back

If you lose or break your phone or tablet and have to get a new one, you can get all your 
files back when you set the new one up:
1) During the setup process you’ll be asked to sign in with your Google account.   

Make sure you sign in with the same one you were using on your old device.

2) At some point it’ll also ask if you want to set up your device by “restoring” it from 
a backup.  It’ll automatically choose a suitable backup for you. 

3) It’ll then put everything that you had backed up or synced onto your new device.  
It can take a long time if you’ve a lot of data and apps.

      Turning on the back-up on an Android phone or tablet:
1) Open the Settings app and tap “Backup & reset”.  

If you can’t find it, try looking in the “Accounts” 
section or searching for “Back up”.

2) Tap on “Back up my data”.
3) If you then see a screen saying “Off ”, just slide 

the slider into the “On” position.  Alternatively, 
you might see “Auto back-up” – turn this on 
and tap “OK” on any messages that pop up.

4) If you can see it, make sure “Automatic restore” 
is turned on as well.

5) On most phones and tablets, this only turns 
on the backup for your settings and app data 
though.  If you want to back up your photos 
too you’ll have to turn that on separately – see 
above).

“High quality” 
limits your photos 
to 16 megapixels, 
and “compresses” 
them a little bit.  
So if you’ve got 
a really fancy 
camera on your 
phone, you might 
want to consider 
using “Original 
quality”.  That 
will quickly eat 
into your 15GB of 
storage, though.

You can also 
access the files via 
the Google Drive 
website – see page 
9 for more.

     Syncing photos on an Android phone or tablet:
1) Open the Photos app.  
2) Swipe in from the left of the screen to bring up 

the menu and tap on “Settings”.  Then tap “Back 
up & sync”.

3) On the next screen make sure “Back up & sync” 
is turned on.   

4) On a lot of phones you can change settings here 
like what exactly you want to be backed up  
and when you want your backup to happen.   
(Your camera folder is automatically  
backed up, but you might want to add  
another folder like screenshots.)

5) You should also check that you’re happy  
with the “Upload size” setting.  For the vast 
majority of people, the standard “High quality” 
setting is what you want.  It gives you unlimited 
free storage, and the quality is very good – 
with most photos, you won’t be able to tell the 
difference between “original” and “high” quality.
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