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Premise 1: We are in a
technology progression
through time into the
future.



Text Input Progression Over Time




Eve Phone




So text has been input, now time to store it
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There are more than 500 hyper-scale data
centers worldwide, 500,000 data centers total




/ACCORDING To THIS,
THE PLANET EARTH WAS

ONCE P:PULATE: %Y
HUMANS, THEN )
\ 2012... THEY ALL N
—_ MOVED To THE




Premise 2: Computers
are flawed. Files will be
destroyed.



NOOOOOOO0O0O0




Library of Alexandria




Banksy Auction House 2018, physical virus

-




2019, the present
Should we store files on the cloud or locally?

I'm gonna drag n'
drop you to the
canvas, cloud...

This beat down's
been automatically
scheduled for a
while...




Premise 3: We are
currently in-between
technologies for storage:
laptop internal SSD
and Cloud



Conclusion

Backup both locally and

online, until the Cloud is
everything.

My guess is 5 years from

now.




Ways to Backup @ HIS

use a combination of the below

B>

SharePoint

.

860 o

&& OneDrive ": n OUt|OOk
2 l:l Office 365

Time Machine

External Drive (Time Duplicate File on Upload to Office 365 Copy to T Share or S Email to yourself Take a screenshot
Machine and Internal SSD Cloud Drive Share (others can
manually copy) access files)



Risky alternatives on VPN in China, but can
add a layer of file redundancy

* Yahoo Mail

* Google Mail E
* Google Drive

YAHOOQ!
* Drop Box
* Others..
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Pro Tip #1 — Save and Save Often

* Always save at the very beginning and use your own naming
convention

* Save every 10 minutes
e If it is important, save multiple versions with incrementing numbers.



~UNTCITRS TI%.90CK
Untitled 241.doc
Untitled 138 copy-docx
Untitled 138 copy Z. doex
Untitled 139. docx

Untitled 242.doc

Untitled 243.doc

Untitled 243 IMPORTANT. doc
e

Untitled 40 MOM ADDRESS.jpg

Y onmy

/

PROTIP: NEVER LOOK IN SOMEONE-

ELSE’s DOCWMENTS FOLDER.




Duplicate File on Internal Drive

 Either “Save As” and increment number, or Duplicate in Finder

el Saving and Backing Up Work v2

1 . =
' Save As: |Saving and Backing Up Work v3.pptx [

Tags:

<>

Il
<
(I

W Tech T

Favorites Name Size Date Modified v Kind

:} Dropbox
/> Applications
1 Desktop
@ Documents
o Downloads
=] Dragon News...
‘ £ Faculty 2019-... it
£ Screenshots A

Online Locations File Format: PowerPoint Presentation (.pptx)

New Folder Cancel

o]



Right Click on a file name in Finder and
“Duplicate”

T TechTj Yesterday at 08:39 45KB  JPEGi 2. b
T ¥ ech T.jpg esterday a - it 138.8 MB
— Open
Ul Excel Training NWEA Scores.doi  Open With » 2, 2019 at13:11 20KB  Micros
oc Taas
download.png Move to Trash srday at 08:41 5KB  PNGim @)

€ Move to Dropbox

Saving and Backing Up Work v2|

y at 10:55 138.8 MB  Power

Get Info

37KB  JPEG image Rename
Compress “Saving and Backing Up Work v2.pptx”

Make Alias
45 KB  JPEG image Quick Look “Saving and Backing Up Work v2.pptx"
Share B

Completed files look like below

B:: Saving and Backing Up Work v2.pptx Today at 10:55 138.8 MB  Powe

Saving and Backing Up Work v3.pptx Today at 10:55 138.8 MB




Setting Up Time Machine First Time

e 1. Connect Drive to USB

Do you want to use My Backup (1 TB) to back up with Time
Machine?

Time Machine keeps an up-to-date copy of everything on your Mac. It not only
keeps a spare copy of every file, it remembers how your system looked, so you
can revisit your Mac as it appeared in the past.

Encrypt Backup Disk

? Decide Later Don't Use Use as Backup Disk



® O <[> i Time Machine @]

MYP Work Samples

811 GB of 1 TB available

— ¢
Backing up: 164.98 GB of 1.01 TB

Select Disk... About 11 hours remaining

Time Machine

Up Automatically

Time Machine keeps:

e Local snapshots as space permits

Check:both

« Wegkly backups for all previous months

The

Idest backups are deleted when your disk becomes full.

Show Time Machine in menu bar Options...




Time Machine Will Always Appear Top Right
of Screen

e &5 ) % [ = E Fri13:25 KarlSuits Q € =

N RPN (W T R S e I~ e B = setting: X o= l

~ @

&> Share [J Comments

me

RS # [ = EE Fri14:20 Karl Suits Q
Backing Up: 45.38 GB of 821.85 GB _
Enter Timée ine CI iCk
Open Time Machineﬁefereies... I I W




Save File to an External Drive in addition to
setting up Time Machine

* You will also want to copy very important files to the external drive
manually because what if Time Machine doesn’t restore properly if
for example you lose your laptop.

ooo o000
< ooo ED:D - gos Y *‘ N

ULl CUuituuaun ivyvo

1 Name
= Partner Pages

‘ > Backups.backupdb
=1 Onboarding

‘ =] OneDrive - Hangzhou Intern...
! @ Creative Cloud Files

Locations

| & iCloud Drive

‘ HIS External Drive Karl S... =

| O Remote Disc \
| @ hz2.his-china.info =

| Network

h
ﬂ Tags

ﬁ @® Red
[

Orange



Pro Tip #2- Use Finder Favorites

e Save in Folders and sub-folders

* Pull current folders to the left that you use often

e 0 iCloud Drive
u* By &« M &l Q Searc
Favosites i
& Al My Files
€ iCloud Drive
#) Airbrop

A Applications
Desktop,
3 Documents

Autamaton Skelches Pro TextEdit

i@ Pictures

0 Downloass

H movies /

™7 Deleted Users
Shared Seript Editor Pages Preview

&




Upload to One Drive and Sharepoint

* Go to login.microsoftonline.com and login. Select One Drive

Good afternoon Install Office
-+ e o i x| @ o » C &
Start new - Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Class Sway
Notebook
B
Forms All apps

Upload by clicking on “Upload”

i1 OneDrive

£ Search everything f New T Upload v X Sync o Flow
Karl Suits Files
1 Files Files Folder
0 Recent
[: Name Meodified Modified By File Size Sharing
R Shared
g
® Vertigo and Piano September 1 Karl Suits
() Discover
& Recycle bin Sandra Brown Workshop August 11 Karl Suits 5 items &£ Shared



One Drive versus Sharepoint

* One drive is for your personal files, you can share those files with
others by click on Share and select for certain people, people in the
organization, or anyone.

* Sharepoint is like One Drive, but sort of looks like a website and files
can be shared and stored with a group of people, it is not intended
for just one person.

* We have unlimited storage at HIS



Copy to T Share or S Share

1. Click on Finder (bottom left of task bar)

2. Click on “Go” menu, “Connect to Server”

Finder File Edit View

oel

Show thege items on the desktop!
v Ha Qisks
v | External disks
v CDs, DVDs, and iPods
Connected servers

New Finder windows show:

& Recents 2
e

v Open folders in tabs igstead of

> £ Inbox T

E}j Drafts

[ === N I S

Back

Window Help

#[

Select Startup Disk on Desktop 1+ 1

B Recents

% Documents
& Desktop

© Downloads
72} Home

£ Computer
®) AirDrop

@ Network

& iCloud Drive
73 Applications
3 Utilities

Recent Folders

Go to Folder...

=

Connect to Server...

4 38F
30
43D
&L
+3H
+3C
¥R
438K
4381

T 38A
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>

i ¢




e 3. Connect to T Share

@ Connect to Server

smb://hz2.his-china.info/t-share$
Favorite Servers:

- smb://hz2.his-china.info/t-share$

1 | @ smb://hz2.his-china.info/s-share$ |

} — v 2 Browse '
’ L T H

e 4. Save Files in Finder like normal




Email the file to Yourself

* Email a copy to yourself if the document is very important and you
want to be able to access it from home.

* File attachments can be up to 40 MB in size. Please don’t do this
often for large document because it can clog the mail server, but it is
absolutely fine for smaller documents.



Take a Screenshot
e Command + Shift + 3 - Whole Screen
e Command + Shift + 4 — Draw Bx

* Command + Shift + 5 — Capture options

* Screenshots are captured to the desktop, but you can also set a
different folder with Capture optlons (Command + Shift + 5)

W va Y
s
=

omreateafolder if requured i B e

’;}""’ \ged the location that is wh
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It the pinwheel is spinning and you can’t save

* Copy all text and paste it into Textedit

* Use Your Cell Phone Camera and Take a picture of the screen, you can
at least type it back in

* Go to Tech Pagoda




Setting Up Microsoft Word and Excel to Auto-
backup

e After an update, check periodically to make sure that Auto-backups
are turned on:

Q’ m File Edit View Insert Format Tools Table Window

i

About Microsoft Word

Preferences..

Layout References Mailings Revit

= Sign Out...
s
LD Services

Paste X £ v A v . —

Hide Word #H A L-AO -

 of s igethiners [t 1 security updates, fixes, and improvements, choose
Show All ,

Quit Word #Q

H




1 | Mina o

© Word Preferences

> Show Al lql ]

Authoring and Proofing Tools

B O B B ¥ = ©®©

General View Ribbon Edit Spelling AutoCorrect East Asian
& Toolbar & Grammar Languages
Output and Sharing
- @ @) Save
Save Print Track < > Show All Q_ Search
Changes e B -
Personal Settings 5
- Q Save Options
; A A,
@ e Q urn on AutoSave by default
Infol::gtion SeSUItRREIle Lotcations RN Y hen AutoSave is on, files in OneDrive, OneDrive for Business, and SharePoint Online are

automatically saved as changes are made. AutoSave is required to see where others are typing and
view their changes in real time.
Iways create backup copy
" Prompt before saving Normal template
Prompt for document properties
~ Save data only for forms (current document only)
"SSave preview picture of new documents

llow background saves
ave AutoRecover info

Save every: @ C minutes
Save Word files as: Word Document
Font Embedding

(o)

Preserve fidelity when sharing this document: Document1

Embed fonts in the file




Be careful when editing an online Word
Document from Office 365

* If AutoSave is set to on, it is automatically backing up online, but if
you lose connection, you can lose the file. It does not mean that it is
autosaving locally.

T Calibri(Bo.. v 12 ~ A A"  Aav A ™

/

BIUV-a-b-XZX2 AvvavA

€ office Update To keep up-to-date with security updates, fixes, and impi

M= B Q



Note on Microsoft Apps

e Office 365 servers are in Mainland China now, but Sharepoint is not.
Sharepoint is being developed further in Asia currently.

e Difficulty downloading multiple files including photos

* Difficult syncing to desktop app, cannot upload files to Sharepoint
from Desktop App

* Microsoft Apps evolve before they are 100% functioning the way they
should.

* Microsoft Apps are more modern and improved in many ways than
Google Apps

* Many apps become obsolete, Yammer is going away soon.



