Topic 8:- Backup Excel File Step By Step

Backing up an Excel file is essential to prevent data loss in case of accidental deletion,
corruption, or other unforeseen issues. Here are several ways to back up your Excel files:

1. Save a Copy:
- Open your Excel file.
- Go to "File" > "Save As."
- Choose a different location or folder for your backup file.
- Rename the file if needed to distinguish it from the original.
- Click "Save."
This method creates a duplicate copy of your Excel file in the location you specify.
2. Create a Manual Backup:
- Open your Excel file.
- Create a new Excel workbook.
- Copy and paste the entire content from your original file into the new workbook.
- Save the new workbook with a different name or in a different location.
This manual method ensures you have a separate backup of your data in a different file.
3. Use AutoSave and AutoRecover:
Excel has built-in features for automatically saving and recovering files:
- Go to "File" > "Options."
- In the Excel Options dialog box, select "Save."
- Enable the "AutoSave OneDrive and SharePoint Online files by default" option.
- Set the frequency for AutoSave (e.g., every 5 minutes).

- Make sure the "Keep the last autosaved version if | close without saving" option is
enabled.

With these settings, Excel will automatically save versions of your file at the specified
interval. If Excel crashes or you accidentally close without saving, you can recover the
unsaved changes when you reopen Excel.



4. Use Excel's Version History (Excel for Microsoft 365):

If you're using Excel for Microsoft 365 or Excel Online, you can access version history:
- Open the Excel file in OneDrive or SharePoint.
- Click on "File" > "Version History."
- Choose a previous version to restore or copy data from.

This feature allows you to view and restore previous versions of your Excel file.

5. Backup to External Storage:

Consider regularly copying your Excel files to an external storage device, such as a USB
flash drive, external hard drive, or a cloud storage service like Google Drive, Dropbox, or
Microsoft OneDrive. These services often provide automatic synchronization and backup
options.

6. Use a Backup Software:

You can use third-party backup software to schedule regular backups of your files, including
Excel files. Such software can automatically back up your files to an external drive or cloud
storage.

7. Create a Zip Archive:

You can compress your Excel files into a zip archive, which makes it easier to store and
transfer multiple files together. To create a zip archive:

- Select the Excel files you want to back up.
- Right-click on them and choose "Send to" > "Compressed (zipped) folder."

Remember that the effectiveness of your backup strategy depends on how regularly you
back up your files and where you store the backups. For critical data, consider implementing
a combination of these methods to ensure redundancy and data protection.



