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Creating Smartsheet Backups

1. Purpose

The purpose of this document is to explain the steps necessary for performing a backup
copy of the Smartsheet data you maintain.

2. Scope

These procedures pertain to the data residing in AoA’s Smartsheet platform.

3. Prerequisites

One must be the owner of the data he/she is backing up.

4. Responsibilities

It will be the responsibility of AoA’s Department of Information Technology to keep
these directions updated. Should these procedures require an update, a modification, a
correction, etc. — the IT department should be notified by way of the helpdesk ticketing
system found at: https://help.archatl.com/

5. Procedure

1. Login to Smartsheet using your credentials ...

&« c @ smartsheet.com/

It Password Generato...

[V Smartsheet Product ~  Solutions - Resources ~  Pricing  Contact @
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2. From the main dashboard, click the Browse icon on the left-side pane ...

< c

@ app.smartsheet.com/b/home

It Password Generato...

smartsheet

Suggested for you

o B
B a B
e ®

[ Sheets

AOA Update of Parishe
Missions, Schools-1

You might like this

3. Open the Sheets dropdown to display the Sheets you can backup ...

< &

8 app.smartsheet.com/folders/personal

I Password Generata..,
A smartsheet

Browse

<% WorkApps

v 28 Workspaces
=00 Resource Views

E Deleted Items

Actions *

MName
[0 Template Set - Return to Wi
[ Transferred from acotton@:

(® AOA Banking Dashboard

[1 ara tindate nf Pariches W
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4. (1) Right-click on the sheet you would like to have a backup of (so that the line is
highlighted with the blue arrow) and then (2) click the ‘Request Backup...” option

from the drop-down menu ...

Browse [ Sheets
<% WorkApps = Actions ~ L ]
+ [ Sheets
Name
v 20

2% Workspaces

g [0 Template Set - Return to Workplace Planning
20 Resource Views

[ Transferred from acotton@archatl.com
W Deleted Items

(® AOA Banking Dashboard

D AQA Update of Parishes, Missions, Schools-1
[J Archdiocese 2019 Request List

D Atlanta Parish Update Schedule

D CCA - Separation

Cpen
[4 Openin New Tab
28 Share...

Rename...

Save as New...

Save as Template...

2 _ERequestBackup.u J

Delete...

n Export to Microsoft Excel

m

Il Ewmart +~ DOAC
5. You will see the following pop-up window ....
1A x on
h  Request Backup 3
ar m
A ZIP file containing a Microsoft Excel export of your sheet(s) and comments,
A and optionally a folder containing the attachments, will be created for each

backup. Backup requests are normally processed within the next hour. Backup
status can be viewed and completed backups can be downloaded from the
View Recent Backups button below. You can also have an email sent with a
download link when the backup is complete.

Backup Settings
;

Send me an email when backup is complsted

o s Lo | o

Shared
Shared
Shared
Shared

Shared
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... and you will want to (1) check both option boxes and then (2) click OK to submit the
backup ...

A x N

:h  Request Backup a

ar I
A ZIP file containing a Microsoft Excel export of your sheet(s) and comments,

A and optionally a folder containing the attachments, will be created for each

backup. Backup requests are normally processed within the next hour. Backup
status can be viewed and completed backups can be downloaded from the
View Recent Backups button below. You can also have an email sent with a
download link when the backup is complete.

Backup Settings

Include attachments

Send me an email when backup is completed:

(Note: If a request for a backup of the sheet you have chosen has recently been made,
you may see the following message and will need to wait 24 hours before requesting
an additional backup)

A backup for this item has already been requested or has been
recently completed. You can only backup an item once every 24
hours.
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6. Normally within 15 minutes to an hour, you will receive an e-mail (similar to that
shown below) that will contain a link to the backup file you have requested.
Click on the Download Backup File link to start the download process ....

[EXTERNAL] Smartsheet Backup Complete

e Smartsheet <system@system.smartsheet.com:>
To

You don't often get email from system@ system.smartsheet.com. Learn why ts is i

smartsheet

Your Smartsheet backup for|
available at the link below.

has been completed and is

Download Backup File
You can use this link to download your backup anytime in the next 7 days.
The Smartsheet Team

Please do not reply to this mail. For support or questions, please contact us =t www.smartsheet com/gethelp.

7. The download of the backup file will then take place in the background. You may
notice your browser icon at the bottom of the screen (1) signifying the download
is taking place followed by (2) a popup similar to that shown below - notifying
you that the download is now complete and is in your default download folder ...

Recent Downloads X

Archdiocese 2019 Request List-
Backup-20231102.zip

398 MB » 2 minutes ago

Show all downloads (B
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8. Open Windows Explorer and (1) proceed to your Downloads folder where you
should (2) see the zipped (i.e. compressed) backup file you requested ...

‘ | [+ = | Downloads

Home Share View

= v ; » ThisPC » Downloads »

#F Quick access - -I—C”:jaj!fr (1

I Desktop ol
‘ Downloads

A

%= Documents

| AT

= | Pictures
Mame of the

_Bxpenses Backup Filezip

_WaorkOn R [ LAY

9. Copy the backup to a safe place that you want to keep it for storage. If you need
to open the .zip file to investigate or expand the contents of the backup, you can
click the following link for additional information on how to decompress a .zip
file: click here

6. References

A library of procedures such as this may be found at AOA IT Dept.’s Knowledgebase
which can be accessed on the Helpdesk site at: https://help.archatl.com

7. Definitions

None.
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