
Your Digital Passport 
to the World of Tech

Internet Safety & Security Tips



Session III:
Backing Up Your Information



Breakdown of Sessions
• Session 1: Email & Password Tips
• Session 2: Wi-Fi Networks & Your 

Personal Info
• Session 3: Backing Up Your Information
• Session 4: Malware & Computer 

Viruses
• Session 5: Fake or Misleading 

Information on the Internet
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Download Class Materials
Go to https://sfcommunityliving.org/learn-
skills/computer-training/, look through our 
Tech Help Desk class schedules for all 
online classes hosted by Community 
Living Campaign.
• Here you can also download printable copies of 

the class materials used for today’s lesson & all 
other planned lessons on CLC’s Tech schedule.
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https://sfcommunityliving.org/learn-skills/computer-training/


Today’s Goals
• What is a Backup?
• What is an Exteral Hard Drive?
• Backup with iCloud (Apple Only)
• Backup with Time Machine (Apple Only)
• Backup with Google Drive
• Other ways to Create Backups
• Find Help & Keep Learning
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What is a Backup?
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• A “Backup” is a compressed folder filled with all the 
information contained within your device. (A good analogy is 
to think of your Backup as a time capsule of exactly what your 
device contained on the day you created the backup.)

• Backups are compressed in order to maximize your storage 
space. (If your device has 50GB of information saved inside it, 
your Backup will be compressed so it doesn’t take up more 
than 1GB of storage space.)

• Due to compressing the information within an Backup, you 
cannot open a Backup to pull out pieces of information.

• Backups are typically used to set up a new or empty device 
to contain exactly what the device contained on the day the 
Backup was created. (Think of it as being saved for a “rainy 
day” when you have lost, broke or needed to erase your 
device. Even if something happens to your device, you have a 
Backup to bring your information back into a new one.)



External Hard Drives
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External Hard Drives
• A “Hard Drive” is the part of a device that saves/stores 

your information.
• An “External Hard Drive” is one of these parts by itself 

that you can plug into other computers to save things 
inside them (think of them as storage boxes).

• Usually you would plug into an “External Hard Drive” 
directly using a USB cable, but there are some that you 
can connect to wirelessly as well.

• You can save a Backup in an “External Hard Drive,” or 
you can also save individual items/files.

• You can find many sizes & kinds of External Hard Drives to 
purchase, but do your research & make sure the one you 
choose will work with you computer.
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Backup with iCloud
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For Apple device 
users only; you can 
use iCloud to 
backup your 
personal 
information. First 
tap Apple ID 
settings at the very 
top of the list within 
the Settings App. 
Your name, or Email 
Address, will be 
displayed there. 
Then tap “iCloud” 
on the next screen.



iCloud Settings & Storage

Here you can turn 
on/off which pieces 
of personal 
information you’d 
like safe & up to date 
across all your 
devices by tapping 
the little switches to 
the right. Green = On
Grey = Off

It may take a moment 
to calculate, but the 
top bar will tell you 
how much of your 
iCloud storage you’ve 
used. You receive 5GB 
for free, but if you 
need more you have 
the option to 
purchase more 
storage space for a 
monthly rate. To 
purchase more 
storage, tap “Manage 
Storage.”

10



iCloud Backup
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Towards the bottom of 
the iCloud settings list, 
you will see a tab for 
“iCloud Backup.” Tap here 
in order to create or 
schedule your iCloud 
Backups.



On the next screen, 
you’ll have the ability 
to turn on/off 
automatic iCloud 
Backups to occur 
whenever your device 
is locked (when you 
put the screen to 
sleep but the device is 
still on), connected to 
its charger and 
connected to Wi-Fi 
long enough to 
complete the Backup.

Creating a Backup
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You also have the option 
to manually create a 
Backup immediately, just 
be sure to connect to Wi-
Fi & the devices charger 
while doing so.



Back Up with Time Machine
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Open “System 
Preferences” in your 
Mac computer, and then 
click “Time Machine.”

For Apple 
computer 
users only; 
you can use 
Time 
Machine to 
backup all 
the 
information 
in your Mac 
computer 
onto an 
external hard 
drive.



Back Up with Time Machine
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On the next screen; you 
will be able to select 
the external hard drive 
you’re backing up into 
(must physically connect 
hard drive first) turn 
on/off automatic back 
ups (when hard drive is 
connected), and turn 
on/off a “Time 
Machine” icon for your 
menu bar to access this 
area in “System 
Preferences” more 
quickly.



Back Up with Time Machine
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When selecting your 
external hard drive, on the 
next screen you will see 
choices depending on how 
many are connected and 
what kinds of hard drives 
they are (“Pandora” in this 
example is physically 
plugged into the computer 
via a cable, “Data” is a 
wireless hard drive 
connected through the wi-fi, 
and the option to search for 
more wireless hard drives 
within the Wi-Fi network). 

Click “Use Disk” 
when you’ve 
made your 
selection.



Back Up with Time Machine
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After you’ve selected the 
hard drive you want to save 
your backup into, you will 
receive an estimate of how 
long the backup will take to 
complete. You must leave 
your computer turned on, 
plugged in and connected to 
the external hard drive for 
the entirety of the backup.



Backup with Google Drive
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If you’re using an Android device 
go into your Settings app, find & 
tap on the “Backup” section by 
scrolling through the list in 
settings or taping on the 
magnifying glass icon to type in & 
search for “Backup.” In these two 
example from different Android 
phones you’ll see Google Drive is 
used to backup your information.
Your Gmail email address will be 
the account controlling Google 
Drive. Tap “Back up Now” to 
initiate a new backup of your 
Android.



Backup with Google Drive
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To back up information from any 
other kind of mobile device onto 
Google Drive, or manage your 
previous backups, download the 
Google Drive App. In the app 
you can click the plus sign in the 
bottom right corner to “Upload” 
information you want saved 
from the device. Or you can tap 
the gear symbol in the top right 
corner to view Settings, then tap 
“Backup” to start a back up of 
that device into your Google 
Drive.



Backup with Google Drive
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To back up information 
from a computer onto 
Google Drive, or manage 
your previous backups, go 
to drive.google.com and log 
in using your gmail account 
information. You can 
view/manage information 
you’ve previously saved, 
information others have 
shared with you, or upload 
new information to be 
saved.



Google Photo
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To save photos & 
videos with Google 
Photo, first 
download their app 
onto your device. 
You can then sync 
your device with 
your account to 
save all photos & 
videos you create 
with any devices 
synced to your 
account.



Other Ways to Backup
• Media Fire
• pCloud
• Microsoft One Drive
• Sync.com
• Amazon Drive
• Blomp
• Degoo
• Mega
• Yandex Disk
• Icedrive
• Koofr
• Mimedia
• Dropbox
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Know Your Resources
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• Customer Support Sites: Apple.com/support, 
Support.google.com/android, etc.

• Databases: IMDB.com, Library websites, 
government websites (.gov), etc.

• Search Engines: Google.com, Bing.com, 
Yahoo.com, Ask.com, etc.

• Customer/Expert Review Sites: Cnet.com, Yelp, 
Amazon, BestBuy, etc.

• Wiki-sites: like Wikipedia, these sites let users 
add/modify content.

• Blogs/Podcasts/Social Media: Facebook, Twitter, 
Instagram, Pinterest, Reddit, iTunes, Spotify, 
Stitcher, etc.



More Resources
• Geeks on Tour Videos

www.youtube.com/playlist?list=PLxMFLNwWedPDhh-
NCVihh70d2YA8YJJVG

• Senior Planet 
seniorplanet.org/

• SF Tech Council’s Digital Passport
https://www.sftechcouncil.org/passport/

• Internet Search
Whether you use Google, Bing, AOL, DuckDuckGo, or 
Ask.com; you can always do a general internet search to 
research something.
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Online Tech Classes 
Apple Help Desk: Mondays 10:00am – 12:00pm
Internet Safety Help Desk: Tuesdays 10:00am – 12:00pm
Zoom Help Desk: Tuesdays 2:00pm – 3:30pm
Virtual Help Desk: Wednesdays 10:00am – 12:00pm
Android Help Desk: Wednesdays 3:30pm – 5:30pm
Apple Help Desk: Thursdays 3:30pm – 5:30pm
Virtual Help Desk: Fridays 11:00am – 1:00pm
• All use the same Meeting ID: 873 8317 4373
• To join over the phone toll-free: Call 1-669-900-6833 and enter 

Meeting ID: 873 8317 4373 ##
• The “Virtual Help Desks” on Wednesdays & Fridays are both for 

general tech questions & help. The other days focus on a specific 
topic or type of device.
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Download Class Materials
Go to https://sfcommunityliving.org/learn-
skills/computer-training/, look through our 
Tech Help Desk class schedules for all 
online classes hosted by Community 
Living Campaign.
• Here you can also download printable copies of 

the class materials used for today’s lesson & all 
other planned lessons on CLC’s Tech schedule.
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https://sfcommunityliving.org/learn-skills/computer-training/

