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

future.



Text Input Progression Over Time



Eye Phone



So text has been input, now time to store it







There are more than 500 hyper-scale data 
centers worldwide, 500,000 data centers total





Premise 2:  Computers 
are flawed.  Files will be 

destroyed.



Noooooooooo



Library of Alexandria



Banksy Auction House 2018, physical virus



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



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

External Drive (Time 
Machine and 

manually copy)

Duplicate File on 
Internal SSD

Upload to Office 365 
Cloud Drive

Copy to T Share or S 
Share (others can 

access files)

Email to yourself Take a screenshot



Risky alternatives on VPN in China, but can 
add a layer of file redundancy
• Yahoo Mail
• Google Mail
• Google Drive
• Drop Box
• Others..



Pro Tip #1 – Save and Save Often

• Always save at the very beginning and use your own naming 
convention
• Save every 10 minutes
• If it is important, save multiple versions with incrementing numbers.





Duplicate File on Internal Drive

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



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

Completed files look like below



Setting Up Time Machine First Time
• 1. Connect Drive to USB

• 2. Click Use as Backup Disk





Time Machine Will Always Appear Top Right 
of Screen



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.



Pro Tip #2- Use Finder Favorites

• Save in Folders and sub-folders
• Pull current folders to the left that you use often



Upload to One Drive and Sharepoint
• Go to login.microsoftonline.com and login.   Select One Drive

Upload by clicking on “Upload”



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”



• 3. Connect to T Share

• 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
• Command + Shift + 3 - Whole Screen
• 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 options (Command + Shift + 5)



If 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
• After an update, check periodically to make sure that Auto-backups 

are turned on:





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.



Note on Microsoft Apps

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


