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Introduction

Who this manual is for

All users of Apple computers users considering creating a backup of their computer. All users should
consider making a copy of their files, photos, and music to another hard drive. Apple has included the
Time Machine application with all versions of Mac OS X since version 10.5.

Description of Time Machine

Time Machine is an application that Apple includes with the Mac operating system to allow a user to
back up their files on their local hard drive. Apple designed the program to be simple to set up and
use. Though easy to create a backup there are some behaviors that must be followed to maintain the
backup and have a better chance of recovering that missing file.

Using Time Machine, you can back up on computer to one or several hard drives for redundancy, or
several computers to one drive to keep backups in one hard drive.

Why should you use Time Machine

Hard drive failure

Like all manufactured items, storage devices in computers will fail at some point and the data on the
files may be unrecoverable or may cost an extreme amount for a recovery effort. If the drive is as
solid state drive there may be no warning that the drive is going bad, it will just stop working.

Theft of the computer
Your computer may go on a walkabout without you. If it does then all the files you do not save to the
cloud will be lost forever.

Recovery of files that were deleted or modified

A file may inadvertently be deleted and need to be recovered at a later date. Since Time Machine is a
snapshot of your files at a certain time, the file can be recovered either the whole document or a
portion of the document.

Quickly setup a new computer

When you purchase a new computer, you can use a Time Machine backup to transfer your
application, settings, and files to the new computer. This saves time installing applications
and adjusting settings to the way you like to use your computer.

NOTE: All screen shots are from computer using Mac OS X 10.12.4 (macOS Sierra) and your view
may vary some with older versions of Mac OS X.
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How to create a new Time Machine back up

Time Machine requirements
e Apple computer with Mac OS X version 10.5 or newer
e An external hard drive that has no data on it and has a capacity at least that of the internal

drive of the computer, preferably twice the capacity.

NOTE: A new hard drive is recommended as this backup may be used for several
years and it is important the is dependable.

NOTE: The larger the hard drive used the deeper the back history. As the drive fills
Time Machine will start deleting older items to make room.

Create a new Time Machine backup
1. Plug the external hard drive into the port on the computer

2. Once the drive is detected the computer will display a prompt asking if you want to use the
drive as a Time Machine backup.

T Do you want to use Untitled (999.86 GB) to back up with Time
o 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

a. Decide Later — will allow the driver to prompt you again the next time you connect
the hard drive.

b. Don’t Use — will not start use the drive as a Time Machine drive and not prompt you
again the next time the drive is connect to this computer

c. Use as Backup Disk — will open the Time Machine preference pane to set up Time
Machine for on this hard drive
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d. Encrypt Backup Disk — if you want to protect your files from being viewed by
unauthorized users, check the box to encrypt the backup. You will be prompted for a
password, which will be needed every time you connect the hard drive.

WARNING: If you encrypted the backup, do not forget the password, or you
will be locked out of the backup.

<

Select Backup Disk...

Time Machine

OFF [I] ON Time Machine keeps:
« Hourly backups for the past 24 hours
« Daily backups for the past month
+ Weekly backups for all previous months

The oldest backups are deleted when your disk becomes full.

v | Show Time Machine in menu bar Options... ?

3. The Time Machine preference pane will explain the how Time Machine keeps a backup and
controls for adjusting the setting in the application.

4. Make certain the check box to Show Time Machine in menu bar is checked. This will help to
determine if Time Machine is backing up and the last time Time Machine last backed up the
system.
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5. Click the Options... button in the lower right corner of the Time Machine preference pane.
The options dialog box will allow you to exclude items from the back up and to get a warning
when old backups are deleted.

Exclude these items from backups:

3125 MB
+ Estimated size of full backup: 93.3 GB
Back up while on battery power
v | Notify after old backups are deleted
? Cancel Save

a. If you want to do a complete back up of all the files on your computer, including
applications and settings, click the Save button in the lower right corner

b. To exclude items, click the + button below the list. This will open a Finder window
where you may navigate to the folders you want to exclude. Click the folder to select

Ed < E E &} Macintosh HD S
Name Size v  Date Modified Kind
b |18 Applications Folder
> |8 Library Folder
» [ System Folder
> X Users Folde
Options Cancel Exclude

NOTE: Excluding folders that do not need to be backed up will save space on the
Time Machine backup and allows for a longer recovery time of files.

Client Services Time Machine 6



it then click the Exclude button in the lower right corner.

If you only need to back up user data, then exclude all folders except the Users folder

Exclude these items from backups:

Time Machine 312.5 MB
JApplications 3432 GB
[Library .
System Files and Applications Zero KB

+ Calculatimg size of full backup...

Back up while on battery power

+'| Notify after old backups are deleted

7 Cancel Save

When you chose the System folder the application will prompt you if you want to Exclude
System Folder Only or Exclude All System Files

You've chosen to exclude the System folder.

Would yeou like to also exclude other files installed with OS5 X, such as
*.@ systemn applications and UNIX tools?

7 Exclude System Folder Only Exclude All System Files

6. When all the folders and files have been selected that you want to exclude click the Save
button in the lower right corner.

7. Move the switch in the Time Machine preference to the on position. Time Machine will now
perform a backup of the files not excluded.

WARNING: When performing a Time Machine back up it is recommended the
computer is plugged into an AC outlet, especially for the initial back up. This back up
may take several hours depending on the number of files being backed up.
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8. Check the progress of the Time Machine backup by clicking the Time Machine icon
(backwards clock icon) the menu bar.

NOTE: If the Time Machine icon is not displayed on the menu bar see step 4 to
display the icon.

At first the message window will display Time Machine is preparing the backup

L0 @ 3 F 99% B Sat10:57 AM Q

Skip This Backup
Enter Time Machine

Open Time Machine Preferences...

Then the the message window will display the progress of the backup

150 @ % = 99% B3 Sat11:05AM Q

Skip This Backup
Enter Time Machine

Open Time Machine Preferences...
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When completed the message window will display the date and time of the latest backup.

L0 @ % = 99% 3 Sat 11:06 AM

Back Up Now
Enter Time Machine

Open Time Machine Preferences...

How to use Time Machine to recover a file

Using Finder
You do not have to use the same computer to recover a file or folder from a Time Machine backup.,

any Apple computer can be used.

WARNING: Do not save files to the Time Machine hard drive using any other method
than the Time Machine application.

WARNING: Do not move, rename, or delete any files or folders in at Time Machine
backup using Finder, this may cause corruption of Time Machine backup.

1. Connect the external hard drive that has the Time Machine backup to an Apple computer.
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2. Open Finder and display the content of the Time Machine hard drive

4
Eavorites MName Date Modified Size ~  Kind
Box Sync ¥ || Backups.backupdb 3/14/17, 7:01 PM — Folder
g Dropbox ¥ || KRHSever Today, 11:05 AM -- Folder
P b ] 2017-03-14-190158 311417, 7:01 PM -- Folder
B Al My Files » 1 2017-03-20-202941 3/20/17, 8:29 PM --  Folder
¢ iCloud Drive » [ 2017-03-23-180750 3/23/17, 6:07 PM -~ Folder
) o] 2017-03-24-114328 Yesterday, 11:43 AM == Folder
@) AirDrop b [0 2017-03-24-164649 Yesterday, 4:46 PM -~ Folder
yf-\; Applications » |7 2017-03-24-165628 Yesterday, 4:56 PM -- Folder
Ij Desktop | 2017-03-25-1058356 Today, 10:58 AN == Folder
k] 2017-03-25-110148 Today, 11:01 AM -- Folder
[ Documents » [ 2017-03-25-110550 Today, 11:05 AN -~ Folder
0 Downloads [z Latest Today, 11:05 AM 17..ytes Alias

Pictures

n Music
Devices

= -

|l Macintosh HD

Time Machine

At the root of drive there is a folder Backup.backupdb, which is the folder holding all time
machine backups on the hard drive. A drive may contain Time Machine backups from
different computers.

In Backup.backupdb folder you will find a folder listing the computers backed up on this
drive. In the example above the computer is named KRHServer.

In the folder for the computer are the backups that have been performed. Each folder is
named with the date and time of the back up in the format yyyy-mm-dd-hhmmss. The time
is indicated using the 24-hour clock.
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L S AV R ¥ e L S+ L R R R b}
v [ 2017-03-25-110550
¥ [ 7 Macintosh HD
v [ Users
¥ [0 howardke
7 Applications
[ Box Sync
¥ Desktop
[ Documents
[ 7 Downloads
[*¥] Dropbox
[ Movies
™ Music
Il Pictures
7 Public
» [ Shared
[a7 Latest

¥

¥ ¥ ¥ ¥ ¥y Yy yyr

IAady, 11U 1 A
Today, 11:05 AM
Today, 11:05 AM
10/1/15, 9:25 AM
39117, 8111 AM
11/24/14, 8:43 PM
2/10/17, :63 AM
Today, 11:04 AM
Yesterday, 4:46 PM
3/20/17, 8117 PM
Today, 10:55 AM
11/21/14, 1:26 PM
9/22{16, 3116 PM
1/9/17, 5:53 PM
9/24/16, 1:02 PM
1/9/17, 3:31 PM
Today, 11:05 AM

17..ytes

ruiaen
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Alias

Each backup folder will contain the folders that were backed up with the same file
organization that was on the computer when it was backup.

3. Locate the file you need to restore and then copy it the computer you are using.

NOTE: If you double click a file to open it, the file will be opened as a read only file
to prevent you from modifying the file in the Time Machine backup.

4. Once the file has been copied to your computer you may use file as normal.
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Using the Time Machine interface
1. Connect the external hard drive that has the Time Machine backup to an Apple computer.

2. Open Time Machine, by clicking on the Time Machine icon on the menu bar then click Enter
Time Machine

L @ 2 = 99% B3 Sat11:06 AM Q

Back Up Now
Enter Time Machine

Open Time Machine Preferences...

3. Time Machine will open full screen on your computer

The display is a Finder window that you can use to scroll back in time. The date and time of

the Finder window that is displayed in shown to the right between the up and down arrow
buttons.
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You may also use those buttons to move forward or backwards through the Time Machine
backup.

If you have a backup that is several years old you can use the bars on the side to move quickly
through the backup.

F:T il

3/14/17, 7:01 PM

NOTE: You can open Preview in Time Machine by highlighting the file then pressing
the space bar.

4. Locate the file you need to restore, click the file/folder to highlight it, then click the restore
button. The file will be copied back to the location it had been in at the time it was backed
up.

If a file with same name exists in the location you will be notified with a warning dialog box.

The location to which you're restoring

"incl_weather_matrix.pdf" already contains an item with the

2. zame name. Do you want to replace it with the one you're
restoring?

'

8

=
o

Keep Original Keep Both Replace

Keep the original — will cancel the file recovery
Keep Both — will create a copy of the file and append (original) to the name of the file

Replace — replaces the file in the file in the destination location
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5. Pressing esc key or the Cancel button will exit Time Machine.

Cautions of using Time Machine

What Time Machine does not backup
Files that does not affect the operation of the computer is not backed up, such as temporary files,
cached files, and trash.

Issues with large files

Database files can be large and will be backed up every time they are opened. Little or no data may
have changed but the file will be backed up. These types of files can fill the Time Machine backup
quickly. You should consider excluding these files and performing a manual copy of the files to
another location.

Do not modify file structure from Finder
Do not delete, rename, or reorganize the files on the Time Machine drive. This drive should be used
only to view files or copy files to a location where they can be edited.

Keep the Time Machine backup safe
The files on backup drive can be viewed by any with access to the drive. Use encryption to prevent
unauthorized users from viewing your files.

External drives are small and can be easy misplaced. Keep track of the drive and if possible store the
drive in a safe location or at a different site than the computer.

Recover files occasionally to test backup
Occasionally check your Time Machine backup to verify that your files are being backed up, by
restoring a file or folder.

External drive failure

Like any manufactured device, the external device holding your backup could fail or could be lost. If
your data is important or valuable, you may consider creating a second backup on another drive.

Time Machine allows using multiple drives to create multiple backups of the same computer.
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