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You will need the following items in order to backup and transfer your files from your current Mac 
computer to a new Mac computer:

• Mac computer
• Portable external hard drive or USB drive

Step 1:  Determine the size of your files

The first step in backing up the data on your computer is to determine the size of your files.  This 
information is necessary, as it dictates the size of the external hard drive or USB drive you will need for 
the backup.  By default, a Mac computer stores your files in the following locations:

• Documents and text files > Documents folder
• Pictures and image files > Pictures folder
• Movies and video files > Movie folder
• Music and audio files > Music folder

However, many users save their files on the desktop of their computer.  Those files can be found in the  
Desktop folder.

To determine the size of each of these folders, follow the steps below:
1. Log in to your Mac computer
2. Locate the Finder menu in the menu bar along the top of the display. If you do not see Finder, click 

anywhere on the desktop to change the menu.

3. Click on GO in the Finder menu
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4. Click once on the DOCUMENTS folder to select it

5. On the keyboard, press COMMAND      + I to get information about the size of the folder.  

This will open a pop-up with information about the size of your Documents folder.  Note:  This process 
may take longer for older computers or for computers with a large number of files.

The Documents folder on this computer has 25.63 GB of document files stored on it, and would require 
an external hard drive with 32GB or more of storage in order to transfer all of the files in the Documents 
folder. 

In order to ensure that you have a large enough external hard drive to transfer all of your files, you are 
going to repeat the process above to check the size of your Desktop, Pictures, Movies, and Music 
folders.

You may see 
Calculating Size under 
General while the 
computer calculates the 
size of the folder
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To determine the size of your Desktop, Pictures, Movies, and Music folders, follow the steps below:

6. Click on GO in the Finder menu, then click on HOME

7. In the Home menu, click on DESKTOP, then press COMMAND  + I

8. Repeat Steps 6 & 7 for the Pictures, Music, and Movies folders.
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9. Add together the total space used by your Documents, Desktop, Pictures, Music, and Movies folders, 
or the folders you want to back up and save. 

25.63 
55.95 
19.49 
44.16 
________
145.23 GB 

Your external hard drive should be large enough to backup / copy all of your files.

Step 2:  Copy Your Files from your Computer to your External Hard Drive

1. Close all windows on your desktop
2. Plug in your external drive.
3. Double-click on your external drive to open it.  Note:  An external drive may take longer to open on 

older computers.
4. On your computer keyboard, press COMMAND           + SHIFT + N to create a new folder.

5. Type BACKUP XX-XX-XXXX.  Replace the X’s with the date - month, day, and year, such as 
Backup 02-18-2015
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6. Click GO in the Finder menu, and select DOCUMENTS

7. Click once on files you want to select. Then, on your keyboard, press COMMAND + C to copy the 
file.

8. Click within the Backup XX-XX-XXXX folder on the external hard drive, and from your keyboard, 
press COMMAND + V to paste the copy.  

9. Repeat this process until you have copied all of the document files you wish to copy and save.

Step 3:  Backup Your Bookmarks from Firefox, Safari, or Chrome Browsers

Back up FIREFOX Bookmarks

1. Open the Firefox browser
2. In the Firefox menu, click on Bookmarks, and select Show All Bookmarks

3. Click on the Star icon

4. Click Backup

5. Select your external hard drive as the 
save location and press SAVE.
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Back up CHROME Bookmarks

1. Open the CHROME browser
2. In the Chrome menu, click BOOKMARKS and select BOOKMARK MANAGER

3. Click on ORGANIZE, and select EXPORT BOOKMARKS TO HTML FILE

4. Name the file  (1) CHROME bookmarks XX-XX-XXXX and (2) select your external hard drive 
for the save location, and press  (3) SAVE

1
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Back up SAFARI Bookmarks

1. Open the SAFARI browser
2. In the Safari menu, click on FILE and select EXPORT BOOKMARKS
3. Name your file SAFARI Bookmarks XX-XX-XXXX, select your external hard drive as the save 

location and click SAVE

You have now backed up and copied all of your files to your external hard drive 
and are ready to restore them to the new computer.


