
Backup Procedures 2017!!
The Tech Department highly recommends getting an external hard drive to back up data 
rather than backing up to DVDs.  The Tech Department also recommends staying away 
from the Western Digital My Books.  All external hard drives will work whether or not 
they say Mac Compatible.  If the drive does not explicitly say Mac Compatible, the user 
will need to reformat the drive for it to work with a Mac.!!
Reminder:  Anything living in the “Cloud” does not need to be backed up.  Examples 
include but are not limited to iCloud, Google Docs, Evernote, and Dropbox.  Anything 
that requires syncing of data back to a server should be synced before turning in the 
computer for reimaging.!!
Reformatting External Hard Drive:!
1. Open Disk Utility from the Utilities folder in Applications.!
2. Plug the USB from the external hard drive into the computer.!
3. In the left pane of Disk Utility, click on external hard drive name when it appears.!
4. Choose Erase from the toolbar.!
5. In the Format dropdown menu, choose Mac OS Extended (Journaled) for the drive to 

work on a Mac.  If the external hard drive needs to be formatted for both Mac and PC 
usage, choose the MS-DOS (FAT) format instead.!

6. In the Name field, type a name for the external hard drive.  Ex. Teacher’s last name.!
7. Click the Erase button.  The size of the external hard drive will determine the length of 

time that it takes to reformat the drive.!
8. A progress bar appears when formatting so make sure the bar has disappeared 

before ejecting the hard drive.!!
To Backup Bookmarks in Firefox:!
1. Click on the Bookmarks menu and choose Show All Bookmarks.!
2. Click on the Star icon and choose Backup… from the menu that appears. !
3. It will automatically choose the Desktop as the save location.  Click Save. !!
To Backup Bookmarks in Safari: !
1. Click on the File menu and choose Export Bookmarks...!
2. In the Save As window that appears, change save location to Desktop.  Click Save.!

!
To Backup Bookmarks in Google Chrome:!
1. Click on the Bookmarks menu and choose Bookmark Manager.!
2. On the page that opens, click the gear button like the one pictured here.!
3. In the menu that appears, select Export Bookmarks.!
4. In the Save As window that appears, change save location to Desktop.  Click Save!!
To Backup Stickies/Notes:!



1. Copy and paste the note content into a Pages document.!
2. Repeat until content from all notes is in the Pages document.!
3. Save the document to the Desktop as Stickies Backup.!!
To Backup iCal Calendars:!
1. Click on the File Menu, click Export, and then click Calendar Archive from the 

submenu.!
2. In the Save As window that appears, change the save location to Desktop.!
3. Click Save.!!
To Backup SMART Gallery Content:!!
When SMART Notebook is reinstalled, the Gallery Essentials and Lesson Activity Toolkit 
will continue to be available, but any 
material personally added into My 
Content will not be there unless backed 
up.!!
1. Open SMART Notebook.!
2. Open the Gallery.  !
3. Right click on the My Content folder 

(by holding Control + click)!
4. Select Export as Collection File... 

from the menu that appears.!
5. Save the file to the Desktop.  It will 

create a .gallery file with all of the 
personally added items.!!

To Backup All Data to External Hard Drive:!
1. Create a folder on the External Hard Drive with a name like Summer 2016 Backup.!
2. Locate the home directory, identified by the house icon, on the laptop.!
3. Drag the Desktop folder to backup folder on external hard drive.!
4. Drag the Documents folder to backup folder on external hard drive.!
5. Drag the Movies folder, which contains iMovie projects, to backup folder on external 

hard drive.!
6. Drag the Music folder, which contains Garageband projects and iTunes Library, to 

backup folder on external hard drive.!
7. Drag the Pictures folder, which contains iPhoto Library, to backup folder on external 

hard drive.!
8. All data should now be on the external hard drive.  Eject the external hard drive.!!
Note: If the user does not have an external hard drive, the user will need to create a 
folder on the Desktop to drag all data to (Follow steps 2 through 6 from previous steps).  
The user will then need to burn folder to disk by right-clicking on the folder and choosing 
the Burn to Disc option.!!
Deauthorize iTunes on User’s Computer:!



1.  In iTunes, click on the Store menu and choose Deauthorize This Computer.!
2.  Quit iTunes.!!

Questions? Visit with a Tech Coach.


