
Backing Up Your Mac!
Please talk to one of the tech coaches if you need more information. !
Reformat Your Hard Drive - You may need to do this if you do not have a Mac compatible Hard 
Drive 
1. Check what kind of format you have 

a. Plug in the hard drive 
b. Click on the hard drive icon and select Command-i 
c. This will open the Get Info window. 
d. If the Format is MS DOS then this is a PC hard drive and it needs to be reformatted.  

e. If the Format is Mac OS Extended then you do not need to reformat !
2. If you need to reformat: 

a. Go to spotlight (top right corner) and find Disk Utility and open this. 
b. Click on the hard drive on the left side of Disk Utility window. 
c. Click on Erase tab. 
d. Change to Mac OS Extended Journal (or Journaled, Encrypted) 
e. Give it a name. 
f. Select Erase. Note: This will erase any information you already have on this hard drive! 
g. Double check format by following step 1 above. !!



Backing Up Your Mac!
Backing Up Your Data - (This can take a few hours) !
Option 1 - Using Time Machine to Back Up (Recommended - you will need an external hard drive) 
Use this option if you would like a full backup. 
1. Go to spotlight (top right corner) and open Time Machine 
2. Make sure Time Machine is on by using the slider on the right. 
3. Click on Select Disk and find your disk and click Use This for Backups. 
4. It will then start to backup. This may take a while. 
5. Next time you back up, you can click on the Time Machine icon on the menu bar (looks like a clock) 

and select Back Up Now. You must have your external hard drive plugged in. !
Option 2 - Dragging and Dropping Important Documents/Folders to an External Storage Device 
Use this option if you only want to back up your documents 
1. Create a folder on your storage device (hard drive, dropbox, network folder, etc).  
2. Drag the folder you would like to backup to your storage device.  !
Backing Up Your Bookmarks (optional) 
Open your browser 
Safari 

1. File Menu -> Export Bookmarks 
2. Choose location and name 
3. Click Save 

Chrome - (Note: If you have a Chrome account, your bookmarks are there when you sign in.) 
1. Bookmark Menu -> Bookmark Manager  
2. Click on the setting icon in the top right          and select Export bookmarks… 
3. Choose location and name  
4. Click Save 

Firefox  
1. Bookmark Menu -> Show All Bookmarks  
2. Click on the star on the top -> Export Bookmarks to HTML  
3. Choose location and name  
4. Click Save !


