What should you be backing up?

The real answer is anything that you don’t want to lose (don’t forget your grades!)!
All mechanical devices will eventually fail, whether hard drives in laptops,
desktops, servers, optical discs, floppy disks, and even paper!

There are multiple ways, plans, and devices to help you back up data. The
simplest I have used is an external hard drive purchased with my own funds.
These are readily available online and in local stores. One important factor to
consider for your laptop is speed. That means any drive you consider should have
a Firewire interface as well as a USB interface.

You could buy optical discs, such as CD-R or DVD-R which are burned one time
and then stored. In the short term, this is the cheapest solution.

To find out how much storage space you will Macintosh HD Info
need, click on the icon for it, then File>Get .

Macintosh HD
Info. Modified: Mar 6, 2009 8:21 AM

Ceneral:

Kind: Volume
Created: Friday, December 12, 2008 8:57
AM
Mcodified: Friday, March 6, 2009 8:21 AM
Format: Mac OS Extended (Journaled)
Capacity: 232.57 GB
Available: 152.87 GB

Used: 79.7 GB on disk (85,576,093,696
bytes)

Label:

Shared Folder
More Info:
Last opened: Today at 10:51 AM
Name & Extension
Macintosh HD
Hide extension

Preview:

Sharing & Permissions:
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Backing up Files to CD or DVD

With a burn folder, you can create a collection of files that you can burn to a CD or DVD many
times. For example, you can create a burn folder with files you want to burn on several CD’s or
DVD’s, and then burn multiple times easily. You can also create a burn folder with your most
important files, and then regularly burn the latest versions of those files to disc as a backup.

After you drag items to the burn folder, the Finder places aliases to them in the burn folder.
When you burn a disc from the burn folder, the original files that the aliases point to are burned
to the disc. In addition, if any folder in the burn folder contains aliases, the original files for
those aliases are burned to the disc as well.

1. Choose File > New Burn Folder, and give the folder a name (consider using the date).

Finder Edit View Go Window Help

New Finder Window  $#N
New Folder 8N

} i New Smart Folder (N
[BUTAIEGIden , New Burn Folder
2. Drag the items you want on a disc to the
burn folder.
NN < Burn Folder -
= ( N
[ (z=0)(s] G
@ Network ‘
=l Macintosh HD | ﬁ;-‘i—’:’
¥ Desktop ‘ ”l/;
'?' woodh ~ Documents
7 Documents ‘
/A Applications
[ Movies
& Music
7 Pictures [ |
1 of 1 selected .%) Color Label

3. When you're ready to burn the folder's
contents to a disc, double-click it so that
it is open as shown above, and then click Burn.

4. Insert a disc, and follow the instructions.

Note: If the Finder cannot find the original file for an alias, it asks whether to cancel burning or
to continue without that item. If you cancel, the disc remains empty.
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Backing up to the server

Once you are connected to your home directory, Novell or Mac, you can back up files to the
home directory by clicking, holding, and dragging the file you want to back up into the home
directory. To connect to your Home Directory on the server (that other computer somewhere

else), in Finder, Click Go>Connect to Server:

® Finder File Edit Vlememdow Help

B Computer ¢#C
% Home G 8H
B4 Desktop o%D
@ Network ¢ 8K
£ iDisk .
. #\ Applications O RA
Type in the server ad@ress for your school. v Utilities 23U
The example shown is for East Side: et Bl =
10 33 1 29 | ecent Folders
e | Go to Folder... Q%G
Connect to Server... %K
—"\"—
.66 Connect to Server
Server Address
afp://10.33.1.29 + Click Connect
Favorite Servers
afp://10.33.1.29
http://www.tiscobb.net/science_podcasts
10.1.11.86
10.1.1.128
Remove Browse Connect
. . . a¥a) 6
You’ll be presented with a list of items to connect to,
including your Home Directory on the server, (g/% =
represented by your badge id, as well as hm, sh, and th. Meef|  Select the volumes to mount
Volumes A
hm is another way to get to your home directory, though s m
you may have to sort through a list of other users. pomorseitvare
ublic A
splhm v

sh represents the students. You have access to their
files.

th represents the teachers.

(" cancel |

Once you get connected, a window will open where you will see the various places where you

can store your data.
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The window gives you very helpful information:

YOO CKA17019 = |
L« -]l = ui@niancthercomputer

& Network - -
! Macintosh H | 2007-08SpecialsSchedule.doc 2 |
€ NetworkSoft ™ = [I] class list
@ Groups = B Deskrap
= = 7 first parent lesTs 3

. The Line

g gtcocalcomp i’ SmmanioAner
@B Desktop 2 L InstallShield
4 CKA17019 L~ Library
'y Documents | Movies -
/A Applications [~ Music am
i Movies s ON this computer L
& Music L Public . : i
[ Pictures eitptites \ s

1 of 16 selected, 20 KB available /A

—

The simplest method of backing up is to open a second window by double clicking the
Macintosh HD and then dragging and dropping whatever is on your computer that you want
backed up to the server from the Macintosh HD window to the Documents window on the
server.

You should not back up movies or DVD projects on the server.

m™ M

O ( woodh =
’T[T 7AEEW - Q
¥ DEVICES Name
B iDisk k4 Desktop ~
= o | "~ DETAILS Professional... Areas Al
H’ [ =3 DETAILS Professional Learning E
» SH % Documents
These are areas you v PLACES Downloads
should be sure to back Up i peskeop B S e
as well as any other areas &7 pocyments — -
here u have saved ’:/ == Levels of Technology Descriptio
WhEre you have saved e s Library
@La». #A Applications { loc.txt

Movies ~ LoTi Levels for staff pres.doc
B Music [& Movies
- B Music

(] laptop rollout 08 (] Notetaker docs

Im A
B sites ~ — e s
ﬂ m Pictures Y
V¥ SEARCH FOR « J4 >
22 items, 152.87 GB available v/
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Setting up Archiving in GroupWise on your iBook

1. Create a new folder on your Macintosh HD to store your archived email. The folder
could be stored in your documents folder or on a network drive.

\

Bl — |
B ‘IF, Macintosh HD |
= \

[ JOE'S DISK ES ‘
[

| u.DVD_VIDEO 2

00 é |~ Docume
| <) EH

@ Network

& New Folder

Open fieMaker2.doc
Cet Info f

Show View Options

‘ | Cobb Co

4
¥ Cooper SIP
_ Day One Training
- DVD Projects
~ ILT Training
- Microsoft User Data
- MIT
MovieMaker2 _Storyboard.doc
% My Great Movie.dvdproj

YYVYYY

2. Name the folder EmailArchive (or something that is recognizable to you).

3. Open GroupWise email.

4. Select Preferences from the GroupWise menu.

About GroupWise
Preferences... 8,
Services >

Hide GroupWise 3H
Hide Others X #H

Quit GroupWise #Q

5. Click the folder icon next to Archive directory to browse to the location you want to store

your archived email.

Options

eNne

(©: General Interface Language:

] Extension English us e

il send ¥ Enable smarttool tips for items

(B security ") Item deletion confirmation

5 Printing Default web browser
/Applications/Safari.app
Archive directory
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6. Browse to the location you created your folder. Click Choose.

06 Select directory
Documents ﬂ
Name 4| Date Modified
CLUMC Sunday, August 7, 2005 3:17 PM
v
Day One Training Wednesday, May 25, 2005 2:14...
DVD Projects Friday, June 10, 2005 2:39 PM
EmailArchive Monday, March 27, 2006 5:29 PM
ILT Training Tuesday, September 6, 2005 4:...
Microsoft User Data Friday, September 16, 2005 4:2...
MIT Monday, June 20, 2005 9:02 AM
A
‘
o v
File Format: [ Al Files ﬂ
(Cancel)
ene ot

7. Click OK.

@ Hrn @ Him

How to Archive an Email

1. Right mouse click (Ctrl — Click) the email you want to archive.

Open #¥0
Save As... #s
Print #P
Filter...

Reply

Forward

Forward as Attachment

Mark Read
Delete #8Backspace
Delete and Empty {¥Delete

Properties \CEnter

2. Choose Move to Archive.

The email will be removed from your GroupWise email and sent to the Archived folder that was
created earlier.
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Viewing your Archived Email

1. From the main screen on GroupWise, and just above your name, Click Online

v v (® Joseph Crawford

v v & Online
Caching
& Proxy...

Archived email will be stored on your hard drive (or the location you designated earlier) of your
laptop and will not take up your GroupWise mailbox space!

— T

(® Joseph Crawford
&
Ak Sent ltems
7] calendar
Documents
[# Checklist
[ Work In Progress
(] Cabinet
%y Trash

Returning to your GroupWise mailbox

1. Click on Archive, just above your name, and then click your name. This will return you
to your GroupWise mailbox.

"% Archive

+%: Joseph Crawford
v v (9 Archive

& Proxy...

Ll b e —
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Backing Up Your Bookmarks

Various online services are great ways to backup as well as be able to access your bookmarks
remotely. Our department has used http://delicious.com/ and has prepared documentation
available at Lauralyn Sunseri’s blog: http://tiscobb.typepad.com/Isunseri/delicious.html
Delicious is free.

Apple also has a service called MobileMe that will sync your bookmarks to multiple computers
as well as iPod Touch and iPhone. It costs around $100.

The simplest method to back up bookmarks is & safari [0 Edit View History Bookm

to open Safari, click File>Export Bookmarks. ®00 New Wirdow 2N
Navigate to an area on your laptop that you New Tab 9T
normally back up anyway and save. Putting a Open File... %0
date in the name will help you keep up with Open Location... 8L
when you last backed them up. Closs Window oW

Close Tab HEW

Save As... #S

Mail Contents of This Page I
Mail Link to This Page 8l
Open in Dashboard...

Import Bookmarks...

L3

Print... #P
Save As: Safari Bookmarks.html (i‘
(<« » |28 = m) %) Documents ) (Qsearch
[ 1hvas51 © Docs A
L—!J 27hzddl - Getting Start NS -
(&) 31myn81 101_Romantic_ldeas.pdf
] 3tzevel (1 al112b...up of sync
| 48n3351 A Mail.zip
|= 6m7gpdl “® access
@ All.. L] Acrobat User Data
- {_J Adobe Reader ‘
B Desktop ;_1 Adobe Training |
T L] Ap Documentation
oAl | & Apple Rol... & Refresh 1
&, woodh (] Appleworks
7 Applicati... (] AppleWorks User Data
Movies (7 AR ‘
B Music . | [ Atomic Learning |‘|
[ Pictures -
 New Folder / Cancel \ [ Save \
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