How to Back Up a File in QuickBooks Pro:
Have the QuickBooks file open

Plug a USB memory stick into your machine

Click on File in the upper left corner

Select “Back up Company”
Select “Create Local Backup”

Verify “Local Backup” is selected then click “Options”
Click “Browse” and then locate your stick (often titled “Removeable Device”), click once on the stick, then click OK. Once back to the Backup Options window click OK again

Click “Next” on the Create Backup window

Choose “Save it Now” and then click “Next”
If you wish to change or adjust the file name do so now in the bottom text box

Click “Save” in the next window

QuickBooks will proceed to back up the file. Once done it will notify you that it has completed. Click OK.
