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Before You Factory Reset Your MacBook — Back up files to a flash drive

After May 1 - Step 1 — Back Up Your Files

Please back up any files you want to keep to a flash drive or an external hard drive.

This includes any files in the following folders: Desktop, Documents, Downloads, Pictures,
Videos. Please don't forget to save Emails from Outlook and back up OneDrive files as well.

If you do not back up your files, they will be permanently deleted.

(Note - All Microsoft related files such as your email account and OneDrive will be
permanently deleted by the end of July 2026.)

Step 2 — Sign Out of Your Apple ID - iCloud

1. Click the Apple menu at the top left

2. Click System Settings

3. Click your name at the top

4. Scroll down, click sign out and click keep a copy.

Do you want to keep a copy of your iCloud data on this Mac
before signing out?

X ‘ If you don't keep a copy, your data will be removed from this
Mac but will still be available on other devices using iCloud.

N News
1 Passwords & Keychain
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Cancel Keep a Copy ‘
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This removes your Apple ID, iCloud, Find My Mac, and Activation Lock.



Step 3 — Sign Out of iMessage (unless already signed out.)
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Dictionary = Folders = System Settings = Microsoft Outlook  Microsoft Excel  Adc

‘ l Messages Search Messages tab

1. Open Messages
2. Click Messages in the top menu
3. Click Settings or Preferences

Messages le Edit View

® About Messages

I ® Settings...

@ Services

{7} Hide Messages
© Hide Others

© Show All

® Quit Messages

4. Click iMessage

iMessage
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General lf iMessage fShared with You

5. Click Sign Out



MacBook Air - Factory Reset Steps

Step 4 — Open System Settings
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Step 5 — Click General
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a Wi-Fi Manage your overall setup and preferences for Mac, such as software
updates, device language, AirDrop, and more.
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Step 6 — Click Transfer or Reset
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Step 7 — Click Erase All Content and Settings

[ BN ) < Transfer or Reset
Q Search © Migration Assistant Open Migration Assistant...
Ray Goins Use Migration Assistant to transfer information (data, computer settings, and
Apple Account apps) to this Mac from another Mac, a Windows PC, a Time Machine backup, or

disk. You can also transfer information from this Mac to another Mac.
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Blustooth Erase All Content and Settings...
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Step 8 — Enter Your Password
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Erase Assistant

Administrator credentials are
required to open Erase Assistant.

Enter your password to allow this.




Step 9 — Review What Will Be Erased and Click Continue

Erase All Content & Settings

All settings, media and data for all volumes on this Mac will be erased.
The following items will also be removed:

Q Apple ID
will be signed out
fr@\ Touch ID
o All fingerprints used for unlocking this Mac and purchases will
be removed

Accessories

All Bluetooth accessories will be unpaired

Find My & Activation Lock
Location Sharing will be turned off

®

Continue

Note - You should be prompted to enter your Apple ID password again.



Step 10 — Click Erase All Content & Settings

Erase All Content & Settings

All settings, medin and At far all unliman an shis Man il be erased.
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You are about to erase all content

and settings from this Mac

Toucl 5 .
Al fil All data, settings and apps will be

. urchases will
erased. This cannot be undone.

be re

Your screen may be dark while your Mac
is being erased and your Mac may
restart more than once. This process is
complete when your Mac displays
"Hello" on the screen.

: Erase All Content & Settings




Step 11 — Mac Restarts and Activates (At this point, you will need to connect to
the Wi-Fi/network in the top right menu to start the activation process which
takes a few minutes or so.)

Your Mac is activated.




Important Note

WARNING: This process permanently deletes all data from the MacBook Air. Please do not
factory reset your MacBook until everything is backed up and it is after May 1, 2026.

If you have any issues or questions, please visit the Lourdes IT Help Desk in person, call at
419-824-3807 or email at helpdesk@lourdes.edu. We prefer you come by in person.
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